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How to Use the Employee Time Statement

This report is designed for LAUSD employees to view the time that was reported and approved for 
them during any pay period from January 1, 2007 to the present. It is an interim report that will 
be replaced once the time statement in BTS Employee Self Service is available.

The report shows:
• the month and date that the work was performed
• the personnel number under which the work was performed 
• the Cost Center (location) where the work took place
• the pay code indicating the type of time reported (e.g., VA for vacation time)
• the number of hours reported and the date that time was approved

This report shows the time reported and approved in the system and is not designed to show the 
amount that an employee will be paid on any specific pay day.  Pay is dependent on many factors 
including whether the time was reported and approved before the cut-off date for the pay period.  
Totals or subtotals of hours are not provided.

For “positively” reported employees (including substitutes, job cost and part-time employees), all 
approved time is included in the report.  

For “negatively” reported employees (most full time, regular employees), the report shows only 
exceptions to an employee’s “regular” time.  These exceptions would include vacation, illness, 
personal necessity, etc.
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jdoe1234

********

•Go to the BTS log 
on page at 
http://bts.lausd.net or 
click on the “BTS 
System Log in” box 
on the BTS website. 

•Enter your single 
sign on (email) user 
id and password.

•Click on “Log on”

Tip:  All active LAUSD 
employees are assigned 
an email account.  To 
activate your user id go 
to the Employees page 
on LAUSD.net and click 
on the man. 

http://bts.lausd.net/
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Once you are 
logged in, at 
the BTS  
opening 
screen, click 
on “Time 
Statement”
on the menu 
to the left.  
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Your employee time 
statement will appear.  

Use the drop down 
menu to select a 
specific month or view 
all months since 
January 2007.

The report can be run 
at any time but keep in 
mind that the data will 
be updated on a daily 
basis with a lag time of 
one day.  The report is 
dependent upon when 
the timekeeper does 
time entry.

jdoe1234

123456

123456

123456

(Above is example for a negatively time reported employee.)
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Example below is for a substitute teacher who worked for several locations in February.


