
Hourly Employees - To be utilized during 12/27-1/4 manual offline tracking period 

Dept No. Supervisor

Name 

Pay Period End Date CSU ID# 

Date Time In Time Out Duration, Notes 

Total Week 1 

WorkSTATE 



Date Time In Time Out Duration 

Total Hours Account/Project

NOTE: This form is for your internal record keeping. Hours must be entered 
on your Workday timesheet once the system is live on January 5, 2026 by 
yourself or your supervisor.
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