— Reporting Time

What do | do?

PROCESS OVERVIEW

This document will take you through the process of entering time for a Montl

hly Time Reporter

employee who is submitting a timesheet for a specified time period. The process begins at the

BGSU home page:

Note: Please use Internet Explorer

1. Click MyBGSU
2. Loginto MyBGSU
3. Click on Employees
4. Navigate to Time and Labor Employee
5. Click on Timesheet
6. Enter Hours Taken
7. Select TRC (Time Reporting Code)
8. Insert a new row
9. Enter time taken in the specified date field(s)
10. Select TRC (Time Reporting Code)
11. Click Submit
12. Click OK to Submit Confirmation
13. Review Reported Time Summary
14. Final Review and Approval
Where do | go? MyBGSU > Employee Self-Service > Time and Labor Employee > Timesheet
SECTION |
NAVIGATION
Begin the process at the 1
bggu.edu Pl?ome page. @@ @ http:/fwww.bgsu.edu/ P-C |

Step 1: Click MyBGSU
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MAPS & DIRECTIONS

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

Canvas

TO DO CHECKLIST

You have na items in your to-do list.

Student Center

Bowing Graen Statz University | Bowling Grean, OH 43403-0001 | Help | Fesdback

Welcome its np es A 3G Quick Links

Purchasing

Libraries

Bookstore

Accenture Report

HOLDS

Youdo not have any holds

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.

BGSL EMAIL

BURSAR BILL VIEW/PAY

BG1 CARD SERVICES

ADVISING
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Wiea Payched
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BENEFITS ENROLLMEMNT

Famniby Status ChargesLife Event
Benefits Summanry
Bensfits Enrcllment

My Student Timeshees fview,

Lsunch Pad
Web Clodk

TIME AMD LABOR EMPLOYEE

TIME AND LABOR SUPERVISOR

Approve My Monthly Reporters
Approes My Bresekhy Reportsrs

Approve My Student Hourhy Reporters

MANAGER INFORMATION
Mzrzger Dashboard
Time and Labor Dachboard
Mznzze Delezation

TOOLS

IT SECURITY ACCESS FORMS

Wab Report Librany

* FME Wab Feport Library Aooess Form
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SECTION Il
MONTHLY TIMESHEET

1. The Monthly Timesheet
page defaults the *View By
field. This field will be
greyed out and you will not
be able to change.

2. The *Date defaults to the
first day of the pay period.

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

Timesheet
Freddie Falcon

Time Source Schedule Information
Select Another Timesheet

(1] ['ViEwBVlS;Ie'c;'Fe'i:': -] ] Previcus Period  Mext Period
O (_pate 02012015 i r‘]
Scheduled Hours 0.00 Reported Hours 0.00 Print Timesheet

ﬁrn m Sunday 02/01/2015 to Saturday UZQ&QUE] L

0.000000

LT Won Tie Wed Thu Fri sat Sun Mon Tue
b b 3 24 us 6 i 8 9 210
Submit
| Reported Time status || = y || Lesvesc y Time || Payable Time
Reported Time Status Personalize | Find |7 B8 1451
Date Total TRC Description Comments

Step 6: Enter Hours Taken

e Administrative staff
reporting time off will place
the number of hours taken
in the corresponding date
field.

From Sunday 02/01/2015 to Saturday 02/28/2015 (7
Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri
n Fird n 24 5 26 7 w8 3 mo m m2 M3

Step 7: Select TRC (Time
Reporting Code

Hours are reported according to
a TRC (Time Reporting Code).

All reported hours need a TRC
in order to process reported time
for that specified time period.

Total Time Reporting Code

010-Mao Time Taken - NTT

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 to inset a
new row on the Timesheet.

(Found at the end of the time
reporting row.)

To report additional time, using
a different TRC must be used
for that time.

Total Time Reporting Code *Taskgroup

040-Vacation Leave Taken - VAC - BG_DEFAULT OQ,

=l
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Step 9: Enter Hours Taken

Administrative staff reporting

From Sunday 02/01/2015 to Saturday 02/28/2015 12

Sun Mon

Tue Wed Thu Fri Sat Sun|

Mon)

Tue

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.

Submit Confirmation

¢ The Submit was successful.

time off will place the number of 21 2 2 2 2 28 2 2 2 210
hours taken in the 400
corresponding date field. £
Step 10: Select TRC (Time ) )
Reporting code) Total Time Reporting Code
Hours are reported according _
to a TRC (Time Reporting 010-No Time Taken - NTT
code) 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 11: Click Submit -
Submit
Once the time has been
reported and the TRC’s have
been selected the data must be
submitted.
Step 12: Click OK
Timesheet

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

SECTION Ill
REPORTED TIME STATUS

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

Reported Time Status Summary Leave / Compensatory Time Payable Time
Reported Time Status I Personalize | Find | ] |

1-30f3
Step 13: Review Date Reported Status Total TRC Description Comments
02/06/2015  Meeds Approval 4.00VAC 040-Vacation Leave Taken D
° The mformatlon in the . 02/09/2015  Meeds Approval 8.00 SCK 030-Sick Leave Taken D
reported time status section
is the amount of time that 021212015  Needs Approval 250VAC 040-Vacation Leave Taken D

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.

SECTION IV Freddie Falcon Employee ID 0001660586
SUBMITTED TIMESHEET EmelRecers 0
Time Source Schedule Information Earliest Change Date  02/01/2015
Select Another Timesheet
Before you exit the Time and Vi By |l Preious Period _NertPeriod
Labor Eym loyee component e
. p . y p Scheduled Hours 0.00 Reported Hours 14.50 Print Timesheet
review the timesheet one last
time for any errors. From Sunday 02/01/2015 to Saturday 02/28/2015 (2
Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri
an 22 3 24 25 26 ar 28 29 210 211 2112 23
Step 15: Final Review & Approval _
400 250

e The next step is for a

SuperVISOI‘, Manager’ or Reported Time Status || Summary | Leave/Compensatory Time || Payable Time

Department ContaCt to . Reported Time Status Personalize | Fmdl | 1-30f3

approve your reported tlme- ite Beparted Statu Total TRC L i*
. A Supervisor, Manager or DI06I2015  Needs Approval 400 VAG 040-Vacation Leave Taken [s]

Department Contact has the 0012015 Needs Approval 8.00 SCK 030-Sick Leave Taken o

Option to approve time on a 211212015 __Needs Approval 250 VAC 040-Vacalion Leave Taken 9]

. [ . |
weekly, biweekly, and

monthly basis.
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