\ State of Delaware eSTAR Job Aid
F1eSTAR

Employee State Time & Attendance Reporting

Job Aid 6: Non-Clocking Casual/Seasonal Hours Worked

1. This job aid only applies to Non-Clocking, Casual/Seasonal employees, since clocking hours will be
logged for those at facilities.

2. On the dashboard, select Time Entry = My Timesheet.
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State of Delaware eSTAR Job Aid

Employee State Time & Attendance Reporting

As a Causal/Seasonal employee, your timesheet and schedule are blank.

'-<f @ vome @ ver -

Empl Record: 0 | DDS: 350110100 | PP: DHSS_CASUAL_PPM

SMTWT[IS S MTWTEFE
67 83 1011 12| 13 14 15 16 17 18 15 e 11,2015 [ Show All Weeks
Date Pay Code Hours Amount  Optional Proj.. ilmi Wag.. = Case ID Total

Sun09/05  |[(@)[x| PleaseSelect
Mon 09/07 @ = Please Select
[Tue 05/08 (1B Please Select
wed03/0s | @~
Thu 09/10 (1B
Fri09/11 1k

saofiz |[@r

I Exceptions ” Results H Schedule

? ';I ; ‘:LEZ 153:1:5::12 1';1&; Sep 11, 2015 [] Show All Weeks
Lo Pay Code Hours Total
Sun 0%/06 @ [ Please Select
Mon 09/07 @ B Please Select
Tue 09/08 @ ks Please Select
wed 09/09 @ ks Please Select
Thu 0%9/10 @ ks Please Select
Fri 09/11 @ [l Please Select
Sat 0912 @ [l Please Select
0.0

As a Causal/Seasonal employee, you will enter your hours worked daily. You will select the paycode
WORKED_ELA‘SPSED Work Time (E) and enter the hours you worked for each day.
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State of Delaware eSTAR Job Aid

Employee State Time & Attendance Reporting

After entering your time worked on your timesheet. Select Save. This will generate a
yellow level exception which needs to be approved by your manager.
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Managers must acknowledge the exceptions and approve the timesheet for the time to be paid.
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