
Paycom Time

Reporting For

Student Workers



To begin the time entry process, either log into the SSO dashboard then click on
"Paycom Employee Login".

Or you can access your Timesheet through the Hub under “Tools” then click on
"Paycom Employee Login"

https://sso.calarts.edu
https://hub.calarts.edu/dashboard


From there, you will be taken to the Paycom website. To edit and submit your timesheet,
go under “Time Management”, then select “Web Time Site Editable”

To log an entire shift, select “ADD PUNCH PAIR” and enter your hours for each position.



Be sure to add the appropriate date, time and allocation (position title). Then,
“ADD PUNCH PAIR” when complete.

You can submit the same shift for multiple days if you work the same times
and can edit them at any point if needed before the pay period ends.

FOR STUDENTS WITH MULTIPLE JOBS
Please pay attention to the labor allocation section when submitting time for your position/s you will need to know
your position ID#

You will select “Position” and be able to search for your positions. Be aware your hourly rate is linked to your
position so make sure you are adding the right hours to the right roles



To add a lunch break, use the punch pair screen again. Then, select the drop down
menu under days to select “Lunch”. Then, input the times you left and returned from

lunch. This time will be deducted from your total hours worked.

Repeat this process until you have completely logged all of your work hours
for that week.

Lastly, you must submit for approval by clicking “Approve BY DATE or “APPROVE PAY PERIOD”



Adding Sick Hours onto your Timesheet

When adding sick hours to your timesheet you can locate that by logging in
then either select Time off request on the top screen or under in the box.
Then you can select add time off or click the date on the calendar you are
requesting off

You will then be brought to a screen where you can add the amount of hours
you are using and the start time for that shift you are claiming hours for



Accessing your pay stubs
Once you receive your paycheck you will be able to log onto your Paycom account select view
pay stub then select the box for the pay stub you want then select print pay stub.

Adding/updating Direct Deposit information

Go to the payroll tab and select “Direct Deposit”

When you get to the page, go to the top portion labeled “Direct Deposit and Pay
Cards” and select “Add Account”.



Then just fill in your bank information and enter the new account.


