Foothill-De Anza College District

Payroll Services

On-Line Time Report Q & A

Q:  Who is designated to use the on-line time report?

A:  The on-line time report will be used by Unit-1(SEIU), Confidentials, Teamsters, and Administrators.

Q:  When will we begin?

A:  The on-line time report will be beginning in July 2007.  The on-line time report will be available on the first working day of each calendar month.

Q:  What if I am off campus on the time sheet due date?


A:  The Online Time Reports can be submitted or approved from any computer that has Internet access, both on and off campus.  Also, you may submit it earlier than the 14th if you are going to take leaves for the rest of the reporting period.

Q:  If I submit my time report a day early, and then I need to take a sick day or a few hours of personal leave on that last day of the time period, how do I correct the time report I already submitted to reflect the new information?

A:  If your supervisor/manager has not approves the time report, you can request that s/he return your time report then you can make the changes.  If your supervisor/manager has approved your time report, please contact Payroll staff to return your time report for edit then your supervisor will once again need to approve your time report.  Unless you are taking vacation or approved leaves, please do not submit your time report early.

Q:  What should I do if my on-line time report lists the wrong “supervisor”?

A:  Please ask your supervisor to contact Margaret McCutchen at X6227 in Human Resources to make a correction.

Q:  As a supervisor, how can I keep track of which time reports have been submitted and approved?

A:  We created a “Supervisor Summary Page” which lists your employees’ time report status: approved, pending approval or not submitted by employee.  The summary page is located in the “Forms” box.

Q:  I know with the Liquid Office you should click only once on any item.  I double clicked and opened two blank time reports.  What should I do to cancel the additional forms?

A:  Move the curser to the bottom of the time report (where you normally select approve) and select “Cancel”, then click “Go”.  The additional form will be deleted.

Q:  Will the online time reports be available early in the month?

A:  Yes.  The time reports will be available on the first working day of each month.

Q:  I filled in the on-line time report, saved it, and couldn't access it back.  What should I do?

A:  When you open a blank time report, you go to the “Forms” box.  After you saved it, you will find the saved time report in your “In Box”.



Q:  It seems that a lot of email arrives each month regarding time reports.  What is the email schedule?

A:  The system will generate an email message as a reminder on the 14th of each month indicating that a time report is due.  If you have not submitted a time report by the 19th of each month, you will receive a second email reminding you that your time report is overdue.


Q:  What will happen if I don’t submit a time report before the Payroll run date?

A:  Payroll staff may cancel your direct deposit and hold the check until we receive a hard copy of your time report.  All leave codes and hours will be manually entered the following month.

Q:  If I need to make a change, how can I make the changes on my time report once submitted?



A:  If the time-report has not yet been processed by Payroll, Payroll staff can forward it back to you.  If the time report has been processed and archived, please print an archived copy, make corrections, sign and send it to your supervisor/manager for approval then forward it to Payroll.  Payroll staff will manually enter the adjustments, scan, and archive the changed time report.


Q: When can I print a copy of approved time report?

A:  Once the time report is approved it will be electronically archived in 10 days.  The archived copies can be downloaded at https://reports.fhda.edu.

Q:  Can time reports be approved by one supervisor and then sent to a second level for the Administrator to approve?  




A:  Once the first level supervisor approved the time report, it will be sent to Payroll for process.  However, the first level supervisor can “Forward” or “Transfer” un-approved time reports to another supervisor or administrator for approval.  

Q:  As an Administrator can I assign a staff to review time reports prior to my approval?

A:  We added a reviewer process to enhance the approval process.  Please contact Payroll if you would like to add a staff to the reviewer process.
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