Time Sheet and General Record-Keeping Instructions for MSI Learning Assistants

1. Log onto Cruzpay at http://cruzpay.ucsc.edu/, click on “Click Here to Enter CruzPay”, and log in using your user name and password. New CruzPay users will receive an email from Staff Human Resource with their user name and generic password. New users will need to change their password after the first time they log into the system.
2. You will fill out two timesheets.  There is one timesheet for hours paid at the individual rate and one for hours paid at the group rate.
The Individual Rate ($13.23) time sheet is named: MSI-Ind. Lec. Meet. N/S


Class lecture: Need initials from your instructor


Meetings: Instructor initial LSS staff person initials


No-Show: ½ hour need yellow sign-in sheet

MSI Sessions: One student- Yellow sign-in sheet

Exam prep: Need documents prepared
The Group Rate ($17.79) time sheet is named: MSI-Group Sessions

MSI sessions (regular or study sessions) where two or more students come: yellow sign in sheet. 
Submitting your time sheet and back up sheet: Before submitting your CruzPay time sheets, please print a copy of each time sheet and write at the top of the page “Individual” or “Group.”
3. Submitting your time sheet and back up sheet: Before submitting your CruzPay time sheets, please print a copy of each time sheet and write at the top of the page “Individual” or “Group.” Remember to sign and date your time sheet in pen and paperclip the time sheet(s) to your back-up sheets. This packet needs to be submitted to the LSS office.   To submit your Cruzpay time sheet, your browser must enable pop-up from Cruzpay. Confirm you want to submit your time sheet by clicking the “Submit Time Sheet Button” in the pop-up window.
Timesheet packet:

Paper clip the Individual packet should include: timesheet, the Summary log, all yellow sign-in sheets that are paid at the individual rate, and exam prep materials.  
Paper Clip the Group Packet should include: timesheet, the yellow sign-in sheets that are paid at the group rate. 

Paperclip together the two packets.
4.  Only list hours that you have already worked and have appropriate documentation for.  Do not project hours.
5. Make sure the hours you record on your timesheet are consistent with the hours recorded on your backup sheets (MSI summary sheets and sign in sheets), that the summary and sign-in sheets are kept in chronological order and that you have the correct documentation.  YOUR TIMESHEET WILL BE REJECTED IF YOU ARE MISSING SIGN-IN SHEETS OR OTHER BACK-UP MATERIALS.
6. If you also hold an official LSS tutoring position, Co-lead, or fill in for another class combine all the hours your worked at both the individual and group rates for all positions for each day.
7. Record time in decimal fractions of hours – not in hours or minutes or just fractions. If you work a round number of hours in a day, just list it as 1 or 2 or 3, etc. Round your hours to the nearest quarter of an hour.  For example, if you attended a class lecture that lasted for one hour and 45 minutes, you would record 1.75 hours, lecture that lasted for one hour and 10 minutes, you would record 1.25 hours. When rounding use normal rounding technique where if it is over 1/2 way to the next nearest value you round up, under half way you round down.  As an example, if you stay 1 hour and 5 minutes you report 1 hour.  If you are there 1 hour and 40 minutes you would round to 1.75 hours. For days you did not work please leave them blank.
8. If you run out of summary sheets or sign-in sheets, come in to the learning center and get more.  Please do not write on the back or cram everything into the margins or at the bottom of the page.  We have to enter everything into our MSI database.
9. Sign in sheets.  When students sign in at a session, they need to PRINT their SID, first and last names very legibly EVERY time.   If you loose your sign-in sheets you will not be paid.  There is no good solution to this problem, so please do not let it occur.  All sessions must have a sign-in sheet with accurate records (this includes reviews).  It is also very important that every student signs in.  Our program maintains funding on utilization thus we need to know which students we saw and how many times.
10. No-shows:  When you hold an MSI session, stay for the 1st half hour of the regularly scheduled time. You need to record it as a no-show on your purple summary sheet with the appropriate date.  You must also submit a sign-in sheet indicating you had a no-show with the start and stop time. Since all MSI times are 1.25 hours, if no one has showed you should leave after the half hour is up since you will only report 1/2 hour on your timesheet.  During No-shows please try to be productive toward preparing for your sessions, or spend some time to think up creative ways to get more students to attend.
11. If you are paid for Training this is done on a stipend basis and the Learning Support Services staff will tell you how many hours you should record.  This then needs to be initialed by the LSS staff.  Please be sure to sign-in for all trainings (this is how we verify that you attended).
12. Don’t forget to sign your timesheet and date it. Please do this in Pen.  Also, turn it in on time. Late timesheets, or timesheet that were rejected and not resubmitted correctly will not be paid on time.  You will be paid on the 8th of the month and your check or pay stub will be delivered to the location you indicated when filling out the payroll paper work.  If you have worked on campus before you will receive your check at the same location you did for your previous job.
13. Note that classes and MSI is cancelled on university holidays, so you should not hold sessions or claim hours for attending lecture, since there is no class.
IMPORTANT NOTE: Rejection, Correction, and Resubmit 
LSS is no long able to make small corrections to student time sheets. Time sheets submitted with errors (e.g., missing time sheets) will be rejected by LSS. Students who had their time sheet rejected will need to come to the LSS office and make the corrections with a staff before resubmitting their time sheet. Students who do not make the corrections and resubmit their time sheet will not be paid.

