
Time & Labor Self-Service (TLSS) Q&A 
________________________________________________________ 
 
Q: What is Time & Labor Self-Service? 
A:  Time & Labor Self-Service (TLSS) is an electronic time reporting tool (timesheet) that will be used by 
student employees to report time worked. 
 
Q: Which employees will participate in TLSS?   
A: Student Assistants and their Managers (or designated approvers) who review and approve reported 
work time, will have access to TLSS. Instructional Student Assistants will continue to submit paper 
timesheets until further notice. 
  
Q: How will TLSS impact student employees? 
A: Once implemented, student employees will enter time worked electronically using CI Records in 
myCI.  Deadlines for reporting time worked and approvals will remain the same. The biggest change is 
that reported time worked (timesheets) will be routed for approval electronically. After the first two (2) 
months when we run a parallel timekeeping system, there will no longer be a need for student 
employees to print, email, and/or manually route timesheets for processing, except for in a few cases 
(e.g. late timesheets, final timesheets, corrections to previous timesheets, and other exceptions). 
 
Q: How will TLSS impact Time Approvers? 
A: Once implemented, Time Approvers will be expected to approve their student employee’s reported 
time and payable time electronically using Manager Self-Service via myCI, NOT via the paper Student 
Assistant Attendance Voucher. Approvers should be careful to select the correct Student Assistant as 
all Student Assistants within a department will appear in the system. Attendance deadlines as noted 
on the Payroll Calendar remain the same. 
 

Time Approvers will be expected to complete a minimum of two steps per student, and perhaps more if 
exceptions exist.  

1. All reported time will be reviewed and approved. 
2. The Time Administration (Time Admin) process needs to run. (Scheduled to run daily at 10am, 

2pm and 6pm.) 
3. Check for exceptions.  If exceptions exist, corrections must be made.  Once corrections are 

made, the Approver must wait for Time Admin to run again to ensure the corrections are 
accepted. 

4. The final step is for the Approver to approve the employee’s payable time. This step prepares 
the student’s pay to be sent to the State Controller’s Office. 

 
Q: When is TLSS being implemented? 
A: A pilot group of Student Assistants began using TLSS in February 2014. All other Student Assistants 
(with the exception of Instructional Student Assistants) will begin using TLSS on April 1, 2014 to report 
time worked in the April pay period. 
 
Q: What exactly is involved with the TLSS process? 
A: The process involves different roles and responsibilities for student workers, time approvers, HR, and 
Payroll. See the Time & Labor Self-Service Process Flow to view how all of these components fit 
together. 
 

http://www.csuci.edu/hr/documents/2013-2014-payroll-calendar-edit.pdf
http://www.csuci.edu/hr/documents/tlss-process-flow.pdf


Q: How long will we continue to submit our paper timesheets to payroll? 
A: Paper timesheets will be required through the April and May pay periods. If all goes well, paper 
timesheets will no longer be required beginning with the June pay period for regular reported time.  
Once TLSS has been implemented to the entire campus, Payroll will only accept paper timesheets for the 
following reasons:  

 To make corrections to reported time that has already been approved in a current pay period 

 To make corrections to a previous time period 

 To process a late timesheet 

 To process a final paycheck for an employee who is separating 
 
Q: As a Approver, do I need to have my students print their timesheets? 
A: It is up to the department to set the requirement for students and their timesheets. If you are the 
Approver and can verify the student hours online, you may decide not to have the student print out a 
timesheet. Many departments will choose to have the student print their timesheet because the person 
managing their work and the pay approver are different people. 
 
Q: How are paper timesheets submitted to payroll?  

1. The Department Student Pay Coordinator will mail the ORIGINAL, signed timesheet to their 
assigned payroll representative.  

2. Payroll will process the time, and return the original timesheet back to the department. 
3. The filing and retrieval (for audit purposes) of all paper timesheets is the department’s 

responsibility.   
 
Q: Will the login/password for TLSS be the same one that is used to log into myCI?  
A: Yes  
 
Q: What is the deadline for student employees to enter their time each month? 
A: The deadlines for reporting student attendance has not changed. All hours worked must be recorded 
in the system by the end of the day on the first day of the following pay period, as shown on the Payroll 
Calendar. (i.e.: All time worked in the April pay period should be reported by the end of 5/1/14. Time 
worked in the May pay period is due on 5/31/14.)  
 

Time should not be entered before it is worked. 
 
Q: What is the process for late pay? 
A: Time for prior payroll cycles cannot be entered via self-service and must be reported on a paper 
timesheet to the department Approver or T&L Coordinator for processing. Please refer to the University 
Payroll Calendar for campus deadlines. The calendar is located at: 
http://www.csuci.edu/hr/documents/2013-2014-payroll-calendar-edit.pdf. Your department may 
enforce earlier deadlines, please contact your supervisor, managers, or department TLSS Coordinator for 
department specific deadlines. 
 
Q: Do holiday hours need to be added to TLSS?  
A: Hours should only be recorded on campus holidays if the Student Assistant actually worked. Student 
employees are not eligible for holiday pay.  
  

http://www.csuci.edu/hr/documents/2013-2014-payroll-calendar-edit.pdf
http://www.csuci.edu/hr/documents/2013-2014-payroll-calendar-edit.pdf
http://www.csuci.edu/hr/documents/2013-2014-payroll-calendar-edit.pdf
http://www.csuci.edu/hr/documents/2013-2014-payroll-calendar-edit.pdf
http://www.csuci.edu/hr/documents/2013-2014-payroll-calendar-edit.pdf


Q: Can I go back and make corrections to time entered in TLSS? 
A: Yes & No. Student employees can record time for the previous month up until the 5th calendar day of 
the following month, but there is one catch. Students can only modify their hours if they have not been 
approved (i.e. Needs Approval status). If the need for a correction is noticed after the 5th (e.g. 3/6/2014), 
or if the time approver has already approved the hours (i.e. Approved status), then the employee will 
need to ask their Approver or Department Coordinator to make the necessary change(s) within the 
system. 
See Section C, Correct Timesheet on TL001: Time & Labor – Student Employee Self-Service.  
 
Q: How do I provide feedback? 
A: Please contact Payroll via email at payroll.services@csuci.edu, or leave a message on ext. 3630. A 
payroll technician will respond to your question. 
 
Q: I cannot access Time & Labor Self-Service. Who should I contact? 
A: See Section A, Login and Timesheet Navigation on TL001: Time & Labor – Student Employee Self-
Service. If you continue to experience problems, contact the CI helpdesk at (805) 437-8552 or email the 
helpdesk at helpdesk@csuci.edu  
 
Q: I have a payroll related question. Who should I contact? 
A: Call ext. 3630 or via email at payroll.services@csuci.edu 

http://www.csuci.edu/hr/documents/tlss-student-bpg.pdf
mailto:payroll.services@csuci.edu
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