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Human Resources have made available to you the following reports for your use.  You may access them 
through (Datatel) Crystal Reports under “Human Resources” via YCCDnet. Below are the summaries of each 
report, step-by-step access notes, as well as samples for your reference.  These reports are available in PDF 
and Excel versions.  

 
 
Time Entry Detail by Budget Manager  
 

• Detailed report of time entered for each student by budget manager and pay period.  
• This report can be run prior to budget manager approval.  

  
 
Time Entry Not Approved  
 

• Identifies Time Entries that have not been approved. 
• This report is defined by pay period. 
• This report can be run anytime before or after budget manager approval.  

 
 
Student Time Entry Report  

 
• Details date and total hours entered for pay period.  
• This report is defined by pay period. 
• This report can be run prior to budget manager approval. 
• This is the same report as the Time Entry Report the student would print themselves when entering 

their time.   
 
 

Time Entry on Weekend or Holiday  
(for monitoring hours on those days) 
 

• Identifies Student time entered on a Saturday/Sunday/Holiday. 
• This report is defined by pay period.  
• This report can be run prior to budget manager approval. 

 
 
Worked More Than 20 hours in a Week  
(for monitoring 20 hour per week limit) 
 

• Identifies students entering time in excess of 20 hours in a Sun-Sat period. 
• Identifies student and time, regardless of multiple department work assignments. 
• This report is defined by pay period. 

 
 
For Budget Use: 
 

Time Entry Detail by Earn Type 
 

• Detailed report of all time entered, by all students for defined pay period. 
• Report is categorized by college and earn type.  
• Parameters are available to narrow your searches 



 

 

 
 
 
 

Access (Datatel) Crystal 
Reports via YCCDnet. (Step 1) 

Select “Human Resources” to 
see Available Reports. 

Select your reports 
from the list that 
appears. (Step 2) 

Enter your specific 
parameters. Submit. 
(Step 3) 

Report Name will appear here 

 



Time Entry Detail by Budget Manager 
 

• Detailed report of time entered for each student by supervisor and pay period.  
• This report can be run prior to supervisor approval.  

 

 
 

 
 
 
 

Time Entry Detail Report by Budget Manager 

 

Madden, Joe (0000001) 

Total for Madden, Joe (0000001) 

Smith, Emmett (0000002) 

Total for Smith, Emmett (0000002) 

11-0000-1111-222222-XXXXX 

11-0000-1111-222222-XXXXX 



 
Student Time Entry Report 

 
• Details date and total hours entered for pay period. 
• This report is defined by pay period. 
• This report can be run prior to budget manager approval. 
• This is the same report as the Time Entry Report the student would print themselves when 

entering their time. 
 
 



Time Entry Not Approved 
 

• Identifies Time Entries that have not been approved. 
• This report is defined by pay period. 
• This report can be run anytime before or after budget manager approval.  

 
 

 
 

Rice   Jerry                             000004 
Farve   Brett               000003                                    
  

 

 

Last Name    First Name       Budget Mgr         ID       Position ID                       Position Title      Total Hrs 
 
 
Farve       Brett              Akiona, S.     00003 CWKM-STU-976AS      Regular Student Worker, TRIO/UpwardBd          28.00 

Rice       Jerry              Akiona, S.     00003 CWKM-STU-976AS      Regular Student Worker, TRIO/UpwardBd          28.00 

 

 



 

 
 

Time Entry on Weekend or Holiday 
(for monitoring hours on those days) 

 
• Identifies Student time entered on a Saturday/Sunday/Holiday. 
• This report is defined by pay period.  
• This report can be run prior to budget manager approval. 

 
 

 

 
 
 

Aikman Troy                               00007 

Bradshaw                                 Terry 00005 

Lott                                          Ronnie                          00008 

Madden                           John                              00001 

Montana Joe 00004 

Smith Emmett 00002 

Young   Steve 00003 

    

      Budget Manager 



 

  
 
 

Worked More Than 20 hours in a Week 
(for monitoring 20 hour per week limit) 

 
• Identifies students entering time in excess of 20 hours in a Sun–Sat period. 
• Identifies student and time, regardless of multiple department work assignments. 
• This report is defined by pay period. 

 
 

 

 

Aikman Troy                                00007 
Aikman Troy                                00007 
Aikman Troy                                00007 
Aikman Troy                                00007 
Bradshaw                                  Terry 00005 

   



 

For Budget Use: 
 
 

Time Entry Detail by Earn Type 
 

• Detailed report of all time entered, by all students for defined pay period. 
• Report is categorized by college and earn type.  
• Parameters are available to narrow your searches 

 

 

Aikman, Troy (0000005) 

Total for Aikman, Troy (0000005) 

Rice, Jerry (0000003) 

11-0000-1111-222222-XXXXX 

11-0000-1111-222222-XXXXX 


