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PROCESS OVERVIEW 
 

 
The purpose of this reference guide is to assist you as you perform the Time & Labor Supervisor 
and/or Time Administrator duties. This document is set up according to the steps a 
Supervisor/Time Administrator will complete in order to approve reported time. 
 

1. Click MyBGSU 

2. Enter Username and Password 
3. Click on Employees 

4. Navigate to Time and Labor Supervisor 
5. Click on Approve My Monthly, Approve My Biweekly or Approve My Student Hourly 

Reporters 
6. Timesheet Summary page will appear 
7. Click on the Name of the Employee you wish to view reported hours on 

8. (Optional) Add Comments 
9. Select and Approve hours 
10. Approve Confirmation 
11. Proceed to next employee or you are finished approving time 

Where do I go? MyBGSU > Employee Self‐Service > Time and Labor Supervisor > Approve My Biweekly Reporters 

SECTION I 

NAVIGATION 
 

Begin the process at the 
bgsu.edu home page. 
 

Note:  Please use Internet Explorer 

 

 

 

Step 1: Click MyBGSU 

 

 

Step 2: Enter USERNAME and 
PASSWORD 

 

Note:  These will be your BGSU 

network credentials. 

 

 

Step 2a: Click Login 
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Step 3: Click Employees 

 

 

 
The Time and Labor 
Employee section allows you 
to view all Time and Labor 
pages that you have access 
to. 
 
Step 4: Under Time and Labor 

Employee Supervisor Section 
 
Step 5:  Click  

 Approve My Biweekly 
Reporters  
 

OR 
 

 Click on Approve My 
Monthly Reporters  

 
OR 

 

 Click on Approve My 
Student Hourly Reporters 

 
Note:  ONLY Time and Labor 

Supervisors are able to approve 

time off-campus! 
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SECTION II  

TIMESHEET SUMMARY 
 

The Timesheet Summary page 
allows for you to search for 
employees as well as view all 
employees that have submitted 
time for approval.   
 

 Employee Section –  
Search different criteria to 
find employees 
 

 Change View – Offers a 
View By – Default by 
Reporting Period.   

 Date field allows you to 

choose time reporting 
period 

 Previous and Next 
period allow you to 

move between 
reporting periods 
 

 Direct Reports with 
reported time waiting your 
approval 

 

 

There are 2 ways you can view a 
timesheet.   

 

 View by the Calendar  
Or 

 View by Timesheet Details 
 
We will first address the Calendar 
View.   

 
 
Click Employee Name 

 The Employees timesheet 
will open.   

 

 

 
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SECTION III  

TIMESHEET CALENDAR VIEW 
 
 

Step 1: Click  
 

 All reported time 
appearing on the calendar 
for the employee will be 
approved.   
 

 The Timesheet page 
defaults the VIEW BY 
field to the Time Period. 

 

 The Timesheet page 
defaults the DATE to the 

First day of the pay 
period. 
 

 The Next Employee 

hyperlink navigates you to 
the next employee’s 
timesheet. 

 
 

 

 

 

 

 
Step 2:  Message  

 
A message will appear asking 
if you want to approve the time 
selected. 
 
Note:  Once time is approved the 

status cannot be reverted back.   

 

Click  

 
 

 

 
Step 3:  Approval 
Confirmation will appear 

stating your transactions were 
successfully approved. 
 
 

Click   
 

 



Supervisor Approving Reported Time 
 

5/1/15 Page 5 of 11 
 

 
Step 4:  Reported Time 
Status 

 
You will be directed back to the 
Timesheet Summary.  Here 
you will see that all Reported 
Status has changed to 
Approved  
 
Step 5:  Click the hyperlink 

 
 

 
 

 
Step 6:  You will be returned to 

the Timesheet Summary page 
 

 Approve the remaining 
employees that have 
reported time 

 
Note: The employee that has 

Approved Hours will now be 

moved to the Approved Hours 

column.   
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SECTION IV 

TIMESHEET DETAILS 

WITH COMMENTS 
 
Step 1:  Click on the 
Employee’s name to view their 

timesheet 
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Step 2:  Timesheet opens 

(Calendar View) 
 
 
Step 3:  Click  
 

 
 

 Detailed timesheet will 
open 
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Detailed Timesheet View 
shows 
 

 Timesheet automatically 
displays the Reported 
Time Status 
 

 Time Reporting Codes for 
all time is displayed.   

 

Note:  If multiple Time Reporting 

Codes (TRC’s) are used to report 

time they will be displayed.   

 

Step 4:  Click    to enter a 
comment 
 

 Choose the correct day to 
enter a comment on.   

 
 

 
 

Step 5:  Click    to 
display Comment page 
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Step 5:  Enter Comments 
 

In the Comment box, enter 
comments related to time 
entered on a specific day.  
 
Note:  Each day has its own 

comment box.   

 

 You may choose to 
include your comments in 
the Approval 
 

 Comments may not be 
deleted 
 
 
 

  

 
 
 

 
Step 6:  Click  
 

  
 

to add multiple comment boxes 
to a specific day.   
 
 

Step 7:  Click  

when finished 
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Step 8:  :  Click  

in the Approval section 
 

A checkmark will appear next 
to all dates needing approval 
 
 
Note:  The date you entered 

comments on will now show 

writing in the cloud. 

 

 

Step 9:  Click   
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Step 10:  Message  

 

 Are you sure you 
want to approve the 
selected time? 

 

 Once approved you 
cannot change the 
submission.   

 

  Step 11:  Click   

 
 

 

 
Step 12:  Approval 
Confirmation stating your 

transactions were successfully 
approved 
 

Step 13:  Click   
 
 
 

You have successfully approved a 

Timesheet with or without 

comments. 

 
 
 
 

 


