Supervisor Approving Reported Time

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.

Click MyBGSU

Enter Username and Password

Click on Employees

Navigate to Time and Labor Supervisor

Click on Approve My Monthly, Approve My Biweekly or Approve My Student Hourly
Reporters

Timesheet Summary page will appear

Click on the Name of the Employee you wish to view reported hours on
(Optional) Add Comments

Select and Approve hours

Approve Confirmation

Proceed to next employee or you are finished approving time
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Where do | go?

MyBGSU > Employee Self-Service > Time and Labor Supervisor > Approve My Biweekly Reporters

SECTION |
NAVIGATION

Begin the process at the
bgsu.edu home page.

Note: Please use Internet Explorer

@ @ F&é http:/fwww.bgsu.edu/

o~ c

Step 1: Click MyBGSU

BGSU.

ACADEMICS ADMISSIONS ABOUT ATHLETICS ALUMNI RESEARCH STUDENT LIFE  INTERNATIONAL
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SCHEDULE NOW AV&.A

2
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CLASS SEARCHE MAPS & DIRECTIONS
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Step 2: Enter USERNAME and
PASSWORD

Note: These will be your BGSU
network credentials.

Step 2a: Click Login

BOWLING GREEN STATE UNIVERSITY

BGSU.

ACADEMICS

f ¥ Kerest B &

ADMISSIONS ABOUT ATHLETICS ALUMNI RESEARCH STUDENT LIFE INTERNATIONAL SEARCHL

USERNAME PASSWORD
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Step 3: Click Employees

Canvas

TO DO CHECKLIST

You have na items in your to-do list.

Bowling Grazn State University

Welcome

Student Center

Accenture Report

HOLDS

Youdo not have any holds

20001 | Halp | Fesdback

Quick Links

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
e Approve My Biweekly
Reporters

OR

e Click on Approve My
Monthly Reporters

OR

e Click on Approve My
Student Hourly Reporters

Note: ONLY Time and Labor
Supervisors are able to approve
time off-campus!

BGSU EMAIL

BURSAR BILL VIEW/PAY

BG1 CARD SERVICES

ADVISING

Advisement
Student Degree Audit

Faculty Center

PAYROLL INFORMATION

View Paycheck

W-4 Tax Information
Direct Deposit
W-2/W-2c Consent

View W-2/W-2c Forms

BENEFITS ENROLLMENT

Family Status Changes/Life Event
Benefits Summary

Benefits Enrollment

TIME AND LABOR EMPLOYEE

My Student Timesheet (view only)
Timeshest
Launch Pad

‘Web Clock

IT SECURITY ACCESS FORMS

‘Web Report Library

= FMS3 Web Report Library Access Form

Contact Digital Services

TIME AND LABOR SUPERVISOR

Approve My Monthly Reporters
Approve My Biweekly Reporters
Approve My Student Hourly Reporters

MANAGER INFORMATION
Manager Drashboard

Manage Delegation

UPDATE PERSONAL
INFORMATION
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SECTION Il
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

e Change View — Offers a
View By — Default by
Reporting Period.

e Date field allows you to
choose time reporting

Report Time
Timesheet Summary

v Employee Selection
Employee Selection Criteria
Selection Criterion

Time Reporter Group ITSB
Employee ID

Empl Record

Last Name

First Name

Department

Supervisor 1D

Reports To Position Mumber

Change View 9

Wiew By Time Pericd -

Date [04/08/2015 [

Selection Criterion Value

Hat Empioyess ]|

Clear Criteria |

2L L L L L eSS

Show Schedule Information

<< Prev Time Period

Next Time Pesicd ==

period Employees For David Weimer, Totals From 03/2%/2015 - 04/11/2015 9 Perscnalize | Find | (2] 1-4 of 4
e Previous and Next Time Summary || Demographics | [
period allow you to Last Name First Name Job Title Reported H“A‘;;rt:v:: Scheduled g peption Approved Denied Hours
move between
reporting periods EBlackbird Scott Dats Systems Specialist 20.00 20.00 0.00 0.00 0.00
. . Fynch Bob Sr. Programmer Analyst 80.00 80.00 0.00 0.00 0.00
e Direct Reports with
reported time waiting your Lark Lisa NSL Professional 43.00 48.00 0.00 0.00 0.00
approval Martin Marty Sr. Programmer Analyst 80.00 80.00 0.00 0.00 0.00
Manager Self Service
Time Management
There are 2 ways you can view a
timesheet.
Employees For David Weimer, Totals From 03/23/2015 - 04/11/2015 Personalize | Find | (2] 1-4 of 4
. Time Summary Demographics
e View by the Calendar
Or Last Name First Hame Job Title R'mnnr:_: HD:;;::V:: hheﬂ:rr: Exception -"PPH";':"_‘: Denied Hours
° VleW by TlmeSheet Detalls Scott Dats Systems Specialist 8000 80.00 0.00 0.00 0.00
We will first address the Calendar Fynch Bob Sr. Programmer Analyst 80.00 80.00 0.00 0.00 0.00
View. Lark Lisa MSL Frofessional 45.00 45.00 0.00 0.00 0.00
Martin Marty Sr. Programmer Analyst 80.00 80.00 0.00 0.00 0.00
Click Employee Name
. Manager Self Service
e The Employees timesheet o
” Open Time Management
wi .
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SECTION Il
TIMESHEET CALENDAR VIEW

Step 1: Click

e Allreported time
appearing on the calendar
for the employee will be
approved.

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

e The Timesheet page
defaults the DATE to the
First day of the pay
period.

e The Next Employee
hyperlink navigates you to
the next employee’s
timesheet.

Timesheet
Scott Blackbird ¥ Emplayee ID 0000793744
Data Systems Specialist Empl Record 0

Earliest Change Date 03/15/2015

Seled Another Ti
*View By| Time Period - =< Prev Time Period__Next Time Feriod =
*Date|02/28/2015 |5 b Hext Employee

Reported Hours £0.00
From Sunday 03/29/2015 to Saturday 04/11/2015
Sunday Monday Tuesday Wednesday  Thursday Friday Saturday
3/29 3130 3131 41 42 43 414

8.00 CLA|| B8.00 CLA|| B8.00 CLA| B.00 CLA|| B8.00 CLA

8.00 CLA|| B8.00 CLA|| B8.00 CLA| B.00 CLA|| B8.00 CLA

Totals: 80.00 CL&

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

Message

Are you sure you want to approve the time selected? (13504,2500)
Cince Approved the status cannot be reverted badi.

Select Yes to confirm and complete the status change, Mo to return to the page without updating the status.

&) w

SR

Step 3: Approval
Confirmation will appear
stating your transactions were
successfully approved.

Click

Timesheet

Approve Confirmation

v

Selected transactions were successfully spproved.
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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
Return to Select Employes

| Reported Time Status ” Summary || Leave / Compensatory Time || Exceptions ” Faysble Time |

Reported Time Status

Date Reported Status
—
03/31/2015  Approved
04/01/2015  Approved
04/02/2015  Approved
04/03/2015  Approved
0408/2015  Approved
04/07/2015  Approved
04/08/2015  Approved
04/09/2015  Approved
04/10/2015  Approved

Manager Self Service

Time Management

Total TRC

500 CLA

5.00 CLA

5.00 CLA

5.00 CLA

B.00 CLA

500 CLA

5.00 CLA

5.00 CLA

5.00 CLA

5.00 CLA

Personalize | Find | I‘1-i|| 1-10 of

Description Comments

010-Classified Regular Eaming )
010-Classified Regular Earning
010-Classified Regular Earning
010-Classified Regular Earning
010-Classified Regular Earning
010-Classified Regular Earning
010-Classified Regular Earning

010-Classified Regular Earning

010-Classified Regular Earning

0 0 0 0 0 0 0 0 ©

010-Classified Regular Earning

Step 6: You will be returned to
the Timesheet Summary page

e  Approve the remaining
employees that have

Report Time
Timesheet Summary
¥ Employee Selection

Employee Selection Criteria
Description

Time Reporter Group

> Time Reporter Group ITSE @
reported time Employes 1D a
Empl Record @
Note: The employee that has e a,
Approved Hours will now be Fist Hame 2
moved to the Approved Hours — a
column. Supervisor 1D @
Reports To Fosition Number @,
Change View
*View By Time Pericd - Show Schedule Information
Date [04/08/2015 & L =< Prev Time Pericd Mext Time Period ==

EmployeesFor David Weimer, TotalsFrom 03/29/2015 - 04/11/2015
Time Summary || Demographics |

Ferscnalize | Find | (A 1-4 of 4

_—

Last Name First Name Joh Title R’i“::ff‘i H“;‘p’;f‘;x M"’S;L’r: Exception ‘qp"l:z'l’fri Denied Hours.

Blackbird Seoft Data Systems 50.00 0.00 000 50,00 000
Specialist

Fynch Bob Er Fezmm 50.00 2000 0.00 0.00 0.00
Analyst

Lark Liss NSL Professional 2z.00 48.00 0.00 0.00 0.00

Martin Marty Sr. Programmer 20.00 20.00 0.00 0.00 0.00

Analyst

Manager Self Serice

Time Management
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SECTION IV Pa——
TIMESHEET DETAILS Timesheet Summary
¥ Employee Selection
WITH COM M E NTS Employee Selection Criteria
Selection Criterion Selection Criterion Value
E— m
. H ime up
Step 1: Click on the N
B . . Employee I
Employee’s name to view their
R h Empl Record @,
timesheet Lest Name &
First Name i,
Department @,
Supervisor 1D @
Reports To Position Number @
Change View
“View By Time Pericd - Show Schedule Information
Date 04/02/2015 ) << Prev Time Pericd Next Time Pericd >»
Employees For David Weimer, Totals From 03/29/2015 - 04/11/2015 Personalize | Find |1 1-4of4
Time Summary || Demcgraphics
Last Name First Name Job Title R"L“D’I‘fr‘i H";p’;r‘;:; 5""“::.']?1 Exception App»;:fr: Denied Hours
Blacibird Seott Data Systems Specislist 20.00 2000 0.00 0.00 0.00
Bob Sr. Programmer Analyst 20.00 20.00 0.00 0.00 0.00
Lark Liss NSL Professional 48.00 43.00 0.00 0.00 0.00
Martin Marty Sr. Programmer Analyst 80.00 80.00 0.00 0.00 0.00
Manager Self Service
Time Mznagement
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Step 2: Timesheet opens Timesheet
Calendar View
( ) Bob Fynch™ Employee ID 0000836696
Sr, Programmer Analyst Empl Record 0
Earliest Change Date 03/15/2015
Step 3: Click Select Another Timesheet
"VlewBlem-g Period - =« Frev Time Period  Mext Time Feriod 3>
'Date@ & Previous Employee  Mext Employee
Update/DenyComments Reported Hours 20.00
From Sunday 03/2%/2015 to Saturday 04/11/2015
H ¢ : Sunday Monday Tuesday Wednesday Thursday Friday Saturday

L]

Detailed timesheet will — — — - s - -

Open 8.00 CLa 8.00 cLa 8.00 cLa 8.00 cLa B.00 CcLa

415 406 417 48 419 4110|411
a_ao CLa a_ao CLa a._oo0 CLA a._ao CLa B._00 CLE

Totals: 20.00 CLA

Reported Time Status || Summary || Leave / Compensatory Time || Exceptions || Eayable Time
Reported Time Status. Personalize | Find | 2 | 1-10 of 10
Selest  Date Reported Status Total TRC Description Comments
03/20/2015  Needs Approval 2.00CLA 010-Classified Regular Eaming o
03/21/2015  Needs Approval 2.00/CLA 010-Clessified Regular Esming @]
04/01/2015  Needs Approval 800 CLA 010-Classifisd Regular Eaming o]
04/02/2015  Needs Approval 2.00/CLA 010-Clessified Regular Esming @]
04/03/2015  Needs Approval 2.00CLA 010-Clessified Regular Esming @]
04/06/2015  Needs Approval 2.00/CLA 010-Classified Regular Eaming @]
04/07/2015  Needs Approval 2.00CLA 010-Clessified Regular Esming @]
04/08/2015  Needs Approval 800 CLA 010-Classifisd Regular Eaming o]
04/09/2015  Needs Approval 2.00CLA 010-Clessifisd Regular Esming @]
04/10/2015  Needs Approval £.00/CLA 010-Clessified Regular Eaming O
Return to Select Employes
Mansger Self Service
Time Management
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Detailed Timesheet View Timesheet
shows Bt Eynch” R —

TR e Recom &
Earian: Coanos Cace SIRIE
Seect Avomer Trmeseet

o Timesheet automatically R— - T e

T T Foioatoemr et boser

displays the Reported st 2 e e
Time Status : - = £ & =¥ = 3z = =z =z =l ||

e Time Reporting Codes for
all time is displayed.

Roores Tree SURA Sersorman | Feg | LY B2 0 o8 10

Note: If multiple Time Reporting = e = o
—— soton —— .
Codes (TRC'’s) are used to report P P R e —— .
time they will be displayed. Y ——— g ——— ,
[=] 40T Nesss Ao w00oLA LT e Regw Eamg ]
D O ceeaasns  sesos Acooe FrTY it e g Bamrg 3
Step 4: Click to enter a il s e — ’
o SATTIIE Nemecw Agoroue A -t amnses Raguw Bamg ]
comment [] SACRTIN  Meess A ey B e e ] ]
o SATRITE eeon ASroue A L1 ame s Raguw g ]
e Choose the correct day to [ — stocn e as s s o]

enter a comment on. oo
Semc A Cunpmct A Accrom

2

Step 5: Click to
display Comment page T

Erooee o ccocuaenss

Eavian: Crangy Cww S3RIE

B - on P T P S Timg i o
o EVET Foioatoemr et boser
bomacuins mory 1238 Ssaries s 12 0

= - - - - - - o = o s Mg G
[ ] i [ [ ) ) [ [ [} B0t ToECanates Ragam ey - Sh W

Faccee Troe SR e | P | g0
R Boocia Bro-Cumaes Raguia faming (]
o INCUN  Neess sl 100CA DT tes R By (]
E1 casezen  smmss acem [Ters e ]
[ cemooons  seess sl aooca CCiame e Regu Raming s
[T T e—— [reres Gre-amanes Raguin Bamrg 3
D oo e s scaea [T — o]
O saemen sesss s [TCTY ] )
= FroTy CreCanen Rgu By ]
O ks sesss s [T LTy Ere-amntes Ragw famrg )
O consanns  meess sceroest spota - e R Ry s

Approa

Senz A | coweza | [ e
B o

L ]
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Step 5: Enter Comments

TR Comments %
Help
In the Comment box, enter c ;
comments related to time omments
entered on a specific day. Bob Fynch Employee ID 0000886696
Sr. Programmer Analyst Employment Record 0

Note: Each day has its own

comment box. hiot
Comment history cannot be altered or removed. Once you select OK to leave the page or select Apply for one or more entered comment, you
will not be able fo alter or remove those comments later.

e You may choose to
include your comments in

i [Ed} 1 3
the Approval Comments related to time entered for 04/02/2015 Personalize | Find | View All | - | First ‘& 1 of 12 Last
Include in
User D DateTime Created Source Approval JComment
e Comments may not be Comments
deleted
. Time
HKOWALS 04/08/2015 1:06PMW Reporting
| OK || Cancel || Apply ‘
Step 6: Click TR Comments x
Help
Comments
|| Add Comment
Bob Fynch Employee ID 0000886696

Employment Record 0

to add multiple comment boxes
to a specific day. Note

Comment history cannot be altered or removed. Once you select OK to leave the page or select Apply for one or more entered comment, you
will not be able to alter or remove those comments later.

Step 7: Click ‘

- Comments related to time entered for 04/01/2015 Personalize | Find | View All | 2 First 4 4-20f2 (. Last
when finished = "
Include in
UserID DateTime Created Source Approval | Comment
Comments
HKOWIAL S oo TiME _
0410812015 1:20PN 18
HKOVALS  04/08/2015 1:20PM M8 Tl
. Reporting .

Add Comment

| ok | cancel [ mppy |
——J
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. Select All Reported Time Status Personalize | Find | 2 | 1-10 0f 10
Step 8: CIICk i Select Date Reported Status Total TRC Description Comments
in the Approval section
03/30/2015 Needs Approval 8.00 CLA 010-Classified Regular Earning ]
A CheCkmark WI” appear next 03/31/2015 Needs Approval 8.00 CLA 010-Classified Regular Earning D
to all dates needing approval
04/01/2015 Needs Approval 8.00 CLA 010-Classified Regular Earning o
Note: The date you entered 040212015 Needs Approval 8.00 CLA 010-Classified Regular Earning
comments on will now show o
e : P 04/03/2015 Needs Approval 8.00 CLA 010-Classified Regular Earnin
writing in the cloud. PP 9 9
04/06/2015 Needs Approval 8.00 CLA 010-Classified Regular Earning )]
04/07/2015 Needs Approval 8.00 CLA 010-Classified Regular Earning ]
04/08/2015 MNeeds Approval 8.00 CLA 010-Classified Regular Earning D
04/09/2015 Needs Approval 8.00 CLA 010-Classified Regular Earning @]
04/10/2015 Needs Approval 28.00 CLA 010-Classified Regular Earning )]
Approval
[ Seean ]| Deseleata
: Approve
Step 9: Click oL :
Reported Time Status Personalize | Find |2 | 1100710
Select Date Reported Status Total TRC Description Comments
03/30/2015 Meeds Approval 8.00 CLA 010-Classified Regular Earning )
03/31/2015 MNeeds Approval 8.00 CLA 010-Classified Regular Earning O
04/01/2015 Meeds Approval 8.00 CLA 010-Classified Regular Earning )
04/02/2015 Meeds Approval 8.00 CLA 010-Classified Regular Earning
04/03/2015 Needs Approval 8.00CLA 010-Classified Regular Earning )
04/06/2015 MNeeds Approval 8.00 CLA 010-Classified Regular Earning 9]
04/07/2015 Meeds Approval 8.00 CLA 010-Classified Regular Earning 9]
04/08/2015 MNeeds Approval 8.00 CLA 010-Classified Regular Earning O
04/09/2015 Meeds Approval 8.00 CLA 010-Classified Regular Earning 9]
04/10/2015 Meeds Approval 8.00 CLA 010-Classified Regular Earning )
Approval
| SeledAl || Dessleanl T oo |
5/1/15 Page 10 of 11




Supervisor Approving Reported Time

Step 10: Message

Message
e Areyou sure you
want to approve the
selected time? Are you sure you want to approve the time selected? (13504,2500)
e Once approved you Once Approved the status cannot be reverted back.
cannot change the
submission. Select Yes to confirm and complete the status change, Mo to return to the page without updating the status.
Step 11: Click [ ¥es i No

Step 12: Approval

Confirmation stating your Timesheet
transactions were successfully
approved Approve Confirmation

Step 13: Click »
Selected transactions were successfully approved.

You have successfully approved a
Timesheet with or without
comments.
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