DLS Timesheet Form Instructions and Workflow:

1) Open PDF form in Adobe Reader DC or Adobe Pro
2) Save file with correct naming convention:
Last First (Employee ID#) PPED YYYY MM DD rec # TS

File name example: Doe John (00298424) PPED 2024 07 05rec 2 TS
Please Note: Record number does not change each week. If two timesheets are submitted for the same PPED
please number each time sheet at the end of the file name.
3) Fill in employee's First and Last Name
4) Select appropriate Employee Type (Double click selection)
5) Select appropriate Rate Type (Hourly Rate, Overtime Rate, or Daily Flat Rate)
6) Enter rate dollar amount
7) Enter 8 digit Employee ID # and Record #
8) Enter the appropriate Pay Period End Date (This should be a Friday)
9) Use the notes box to state Cost Center, Combo Code Overrides, and/or Pay Rate Override if required
10) Select account type (GL or Project) under Accounting Codes "String Type" for each account to be charged
11) Enter account details in the appropriate columns followed by the percentage to be charged ( Must sum 100%)
12) Enter in time worked under each date using HH:MM AM/PM format ( Please round to the nearest 5 minutes)
13) Sign your timesheet using Adobe Digital ID. (You will need to create a New Digital ID if you do not have one)
14) Enter in Supervisor's Name
15) Send to Supervisor for Digital ID signature

16) Email fully signed timesheet to payroll@dls.rutgers.edu before 12:00 PM Noon of the submission due date



