
UEC @ CSUSB 
Non-Benefited/Student 
Timesheet Tutorial

Step-by-step guide for Non-Benefited & 
Student Employees



� Open 
the 

Timesheet

• Download the latest 
'UEC Non-Benefited/ 
Student Timesheet' 
from the UEC Payroll 
webpage. 

• Save the file to your 
computer before 
entering any 
information.

https://www.csusb.edu/university-enterprises-corporation/uec-payroll/time-sheets
https://www.csusb.edu/university-enterprises-corporation/uec-payroll/time-sheets


� Complete Employee Information

• Fill in your Name, Last 4 of SSN, Labor
Allocation, and Pay Period Dates.

• If unsure of your Account #, Project #, Fund #, 
or Dept #, ask your Supervisor.



� Enter 
Hours Worked

• Enter your daily Start 
Time, End Time, and 
Lunch Breaks (if 
applicable). Use 
military time.

• Double-check that 
Total Daily Hours 
calculate correctly.

• Ensure Total Pay 
Period Hours add up 
accurately at the 
bottom of the form.



� Save as 
PDF

• Go to File → Save As → PDF.
• Use a clear file name format: 

UEC TS_Last Name, First Name 
Project# Pay Period.
– Ex: UEC TS_Smith, Mary 

LL21321 July 1–15, 2025



Example:
UEC TS_Smith, Mary LL21321 July 1–15, 2025



� Upload to Adobe Sign

• Log into Adobe Sign using your CSUSB email.
– Can be found by also logging onto your MyCoyote.



� Upload to 
Adobe Sign Cont.

1. Select ‘Request e-signature’
2. Select ‘Choose files’
3. ‘Add a file from your device’

1.

2.

3.



� Add 
Emails

• Click on the ‘+’ to add 
signers.

• Add ‘Myself’ as a 
signer.

• Add your supervisor 
as a signer.

• Add a CC field, enter: 
uec-payroll@csusb.edu.

– This ensures Payroll 
receives a copy 
automatically.

Your email

Supervisor’s email

CC Payroll

mailto:uec-payroll@csusb.edu
mailto:uec-payroll@csusb.edu
mailto:uec-payroll@csusb.edu


� Finalize 
and Send

• Assign correct fields to yourself and supervisor.
• In this example, purple is the employee (you) and 

green is the supervisor.
• You have the option to assign the signature, 

name and date fields by clicking on each field



� Finalize 
and Send 

Cont.
• Review all fields and signer details one last time.
• Click ‘Send’ to start the approval process.
• Monitor the status in your Adobe Sign dashboard.



� Finalize 
and Send 

Cont.

• You will be prompted to sign your timesheet.
– ‘Click to Sign’

• After you sign, click ‘Submit” and it will be routed 
to your supervisor for review and signature. 

• Since, UEC Payroll is CC on the workflow, Payroll 
will automatically receive your completed 
timesheet.



� Tracking and Completion

• If you forgot to CC UEC Payroll on Adobe when you sent your timesheet for 
signature, you will need to do the following:

1. Download the signed PDF after your and your supervisor sign.
2. Email it to uec-payroll@csusb.edu before the 5:00 p.m. due date.
3. Include a clear subject line: Completed Timesheet – Your Name – Pay 

Period.

mailto:uec-payroll@csusb.edu
mailto:uec-payroll@csusb.edu
mailto:uec-payroll@csusb.edu


� Reminders

✓ Verify all hours and totals 
before submitting.

✓ Submit before 5 p.m. on 
the payroll due date.

✓ Retain a copy for your 
records.

Need help? 

Call 909-537-7225 or email: 
uec-payroll@csusb.edu 

mailto:uec-payroll@csusb.edu
mailto:uec-payroll@csusb.edu
mailto:uec-payroll@csusb.edu
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