How to Use Online Timesheets through IRIS

1. Go to http://iris.reed.edu and log in with your Kerberos username and password.

2. On the IRIS homepage, under “Students”, click on “Student Timesheets”.
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3. Your current job(s) should be listed by position and department. To access your timesheet, click “timesheet” next to the job you are entering time for. (Note: If your job is not listed, talk to your employer about setting up online timesheets.)
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4. The position and current pay period should be listed at the top. Enter each time you worked in the “Timesheet Workspace” with the correct date worked and times you clocked in and out. After one entry, click “Add to Timesheet”.
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5. This entry will be added to your “Current Working Timesheet”, which should list all hours worked in the current pay period (listed at the top of the page). Repeat step 4 until all hours are entered. You can enter hours each time you work or you can enter them all at the end of the pay period.
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6. If you will be working more hours for this specific position during this pay period, press “Save” to save all hours entered during this session. If you do not press “Save” after entering hours, all data will be lost. If the pay period is over, make sure you’ve entered all hours for the entire pay period correctly, and then press “Finalize” to submit your timesheet to your employer. You must finalize your timesheet at the end of every pay period or you won’t get paid! Once finalized, you cannot edit your timesheet.

When you finalize your hours you should receive an email confirming that action, when your supervisor approves your hours … you will receive another email.  Please save these emails to compare your hours paid on your paycheck, any differences … contact Janie Hinkle-Clayton right away (with your email copies)

If you have any problems or questions, feel free to talk to Janie Hinkle-Clayton in the Business Office in Eliot 308!
Notes from janie ... many thanks to my student worker for creating this instruction sheet, if you have any suggestions or comments, please email them to me at  jhinkle@reed.edu
Troubleshooting …

If the department you work for uses the electronic timesheets, and you cannot find yours in IRIS it usually means one of following
1. your supervisor has NOT hired you in the system yet, just remind them to hire you in IRIS so you will have access to the electronic timesheet

2. you might not have completed your paperwork for payroll (I-9 & W-4 forms), if this is the case come see me in Eliot 308 at your earliest convenience and we will get the paperwork completed
3. I haven’t updated IRIS since you were hired, just call me @ ext 7549 or email me to wake me up
For all of the following situations, the quickest simplest remedy is to email me at  jhinkle@reed.edu
If you accidentally finalized your timesheet and want to add more hours
If you forgot to finalize your timesheet, and can’t find it in IRIS any longer 

If you forgot to put hours on the timesheet

Or, if you are just not sure of the full process and want reassurance that you are doing it correctly … as always, just drop by my desk at Eliot 308 or email me.

