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How to Report Overtime

1. From the MyHR Resources Page, select Timesheet:

Faculty & Staff My Page

My HR Resources
Absence Reporting
Timesheet

My Leave Balances
Benefits Summary
Job Openings

HR Training Calendar
My Training Summary
Personal Information
View My Paycheck

2. Enter actual OT hours worked per day and select OTPR from the Time Reporting Code Drop
Down, then click Submit.

Time Reporting Code
OTPR - Overtime Paid@ 15 ~ [=] [+

Once submitted, under Reported Time Status, enter the reason for the overtime in the comment
bubble for each OT instance:

i ] Reported Time Status - select to hide

Reported Time Status | 2 First ‘4 1-3 of 3 (} Last
Select Date Status Total Time Reporting Code
O 12/03/2024 Needs Approval 1.0 OTPR
O 12/04/2024 Needs Approval 1.0 OTPR
O 121172024 Needs Approval 2.0 OTPR
v
Select All Deselect All

Additional questions can be directed to payroll@csusm.edu
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