
Steps to complete electronic timesheets 

Instructions: Use TAB to navigate through the fillable fields 

1. Enter employee information: CSUN ID #, Last, First Name, M.I, Job code/title, Department ID, and 
department name. 

 
Job Code/Title Choose from the drop-down menu  
1860-Non-Federal Work Study Student Assistant 
1861-Federal Work Study Student Assistant 
1868-International Student Assistant 
 

2. Enter hours for current pay period: 
• Select the month by using the dropdown (Alt+Down Arrow) and type in the current year.  
• Enter hours worked per day (Do not enter hours on holidays), make sure weekly total doesn’t exceed 20 

hours per week, and enter your hourly pay rate. 

 

3. Save in PDF format: Click on File Save As Month-year-First Name-Last Name-Timesheet.pdf 

  
4. E-sign, date, and email to your supervisor for review, approval, and signature  

  


