Monthly Employee No Time Taken (NTT)

What do | do? This document will take you through the process of entering time for a Monthly Time Reporter No
Time Taken employee who is submitting a timesheet for a specified time period. The process

PROCESS OVERVIEW begins at the BGSU home page:

Click MyBGSU

Log in to MyBGSU

Click on Employees

Navigate to Time and Labor Employee
Click on Timesheet

Enter Hours Taken

Select TRC (Time Reporting Code) — NTT (No Time Taken)
Click Submit

9. Click OK to Submit Confirmation

10. Review Reported Time Summary

11. Final Review and Approval

ONogrONE

Where do | go? MyBGSU > Employee Self-Service > Time and Labor Employee > Timesheet
SECTION |
NAVIGATION 7
Begin the process at the g - -
bgsu.edu home page. @@I & hitp:/ fwww.bgsu.edu/ o~ ‘

Note: Please use Internet Explorer

Step 1: Click MyBGSU

BGSU.
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MAPS & DIRECTIONS

Step 2: Enter USERNAME and BOWLING GREEN STATE UNIVERSITY
PASSWORD f ¥ Kerest D&
Note: These will be your BGSU BGSU@

nEtwork CrEdentIals- ACADEMICS ADMISSIONS ABOUT ATHLETICS ALUMNI RESEARCH STUDENT LIFE INTERNATIONAL SEARCHL

Step 2a: Click Login USERNAME PASSWORD

ffalon | escessees E LOGIN
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Step 3: Click Employees

MVBGSU. Welcome

Canvas Student Center

Purchasing
Libr:

Bookstore

You have na items in your to-do list.

Bowing Graen State University | Bowling Grezn, OH 43403-0001 | Help | Fesgback

Employees

Accenture Report

TO DO CHECKLIST HOLDS

Youdo ot have any holds

Email

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 Section

Step 5: Click Timesheet

MyBGSU.

TOOLS
BGSUEMAIL

BURSAR BILL VIEW/PAY

BG1 CARD SERVICES

ADVISING
Advizsemnent
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LR IT SECURITY ACCESS FORMS

PAYROLL INFORMATION

weal Report Lisrsny
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Wod Tazx Inormation * FM2 Web Report Library Aoosss Farm
Drirect Depasit

C:ontsct Degital Berviose
W-2W- 2o Consent

Wi W-2W-2c Forme:

BEMEFITS ENROLLMENT

Famity Status Changes/Life Event:
Benefits Summary
Benefits Enrollment

TIME AND LAEOR EMPLOYEE

Py Student Timashast fims /]
Laundch Pad
Web Clodk

TIME AND LABOR SUPERVISOR

Approves My Mondhhy Beporters
Approve My Biveekly Reporters
Approve My Student Hourly Reporters

MAMNAGER INFORMATION
Msrazer Dashbosrd

Time and Labor Dashboand
Mzrizze Delegation
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Monthly Employee No Time Taken (NTT)

SECTION II
MONTHLY TIMESHEET Timesheet
Freddie Falcon
1. The Monthly Timesheet Qirzger
page defaU|ts the *VieW Ti::eila:;therﬂmesheet =
By field. This field will be O — o

greyed out and you will not
be able to change.

e *Date |02/01/2015 :} :ﬂ

Scheduled Hours 0.00 Frint Timesheet

Reported Hours 0,00

2. The *Date field defaults to

From Sunday 02/01/2015 to Saturday 02.'23!201_5] s

the_flrst day of the pay 7 k5 b jr s i b o gt 1o
period.

3. The Time Period that
you will be entering time
for is displayed above
the Timesheet input

Reported Time Status || 5 Leave/ C Time || Payable Time

_ Reported Time Status Personalize | Fing [ |8 1054
flelds Date Total TRC Description Comments
0.000000
Step 6: Enter a 1 in the last
business workday of that month.
Fri Sat . .
° A value of 1 must be p|aced 2197 2128 Total Time Reporting Code *Taskgroup
in the last working day of 1.00 1.00 010-No Time Taken - NTT - BG_DEFAUL
the month.

Step 7: Select TRC (Time

Reporting Code) NTT — No Time
Taken

The Time Reporting Code field
must be populated.

In this example, there was no
time taken for the reporting
period so the Time Reporting
Code (TRC) will be NTT - No
Time Taken.

Total Time Reporting Code

010-Ma Time Taken - MTT

020-Personal Leave Taken - PRL
030-Sick Leave Taken - SCK
040-Vacation Leave Taken - VAC
050-FMLA - Leave Without Pay - FLWP
060-FMLA Personal Leave Taken - FFRL
070-FMLA - Sick Leave usage - FSCK
080-FMLA Vacation Leave Taken - FVAC
090-Leave with out pay - L\WP
100-Military Leave - MIL

Step 8: Click Submit

e Once the time has been
reported and the TRC’s have
been selected the data must
be submitted.

Submit
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Monthly Employee No Time Taken (NTT)

Step 9: Click OK

e A Submit Confirmation
message will appear for
you to OK.

e Review the Time for the
Time Period statement.

e  Make sure that this is the
correct time period for
which you are reporting.

Timesheet
Submit Confirmation

“ The Submitwas successful.

Time for the Time Period of 2015-02-01 to 2015-02-28 is submitted

SECTION IlI
REPORTED TIME STATUS

Once you have submitted and
confirmed your timesheet the
Reported Time Status section
is visible on the timesheet.

Step 10: Review

e  The information in the
reported time status
section is the amount of
time that has been
approved and needs to be
approved for the time
period.

e The status will remain at
Needs Approval until a
manager or supervisor
approves the reported
time.

Reported Time Status

Reported Time Status

Date Reported Status

Summary Leave / Compensatory Time

Total TRC

02/2712015 Meeds Approval 1.00 NTT

Payable Time

Personalize | Find | (L |
Description Comments

010-No Time Taken o

10f1

SECTION IV
SUBMITTED TIMESHEET

Before you exit the Time and
Labor Employee component

review the timesheet one last
time for any errors.

Step 15: Final Review &
Approval

e The next step is for a
Supervisor, Manager, or
Department Contact to
approve your reported time.

e A Supervisor, Manager or
Department Contact has the
option to approve time on a
weekly, biweekly, and
monthly basis.

Timesheet

Freddie Falcon

Time Source
Select Another Timesheet

Schedule Information

*View By | Calendar Period -

*Date [02/01/2015 |5

Scheduled Hours 0.00 Reported Hours 0.00

Previous Period  Next Period

Print Timesheet

Fri Sat

2027 2128 Total Time Reporting Code

1.00 1.00 010-Mo Time Taken - NTT

*Taskgroup

BG_DEFAULT |@, [#]
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