What do | do?
Process Overview

For purposes of this reference you
will approve time for a biweekly
employee.

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. Navigate Employee Self Service > Time and Labor Supervisor >
Select Approve My Monthly or Approve My Biweekly Reporters

Click Employee Name

Revise Reported Time
Submit revisions
Click Approve Selected

©eNOU R

Click Update/Deny Comments
Click Exception icon — review exception descriptions and severity of exception

10. Click OK — Approve Selected time
11. Click OK — Approval Confirmation

Where do | go?

MyBGSU>Employee Self-Service>Time and Labor Supervisor

SECTION |
NAVIGATION

Step 1: Click MyBGSU
Supervisors & Time Administrators

approve employee’s time through
the MyBGSU portal.

Supervisors have the ability to
access Time and Labor from “off
campus”

From the bgsu.edu home page
access MyBGSU.

BGSU.

B O WLING

QUICK LINKS

rectory
AcAnEMIcs TMEARTE  ATHLET LIBSARICS A7

G R E EN A TE

UNIVERSITY

A HELPING HAND TOWARD S

UKIVERSITY NEWS TOOLS

Step 2: Enter Username and
Password

Access MyBGSU and enter your
username and password.
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Step 3: Click
e Time and Labor

s . Employee Self-Service
upervisor Bursar Bill View/Pay

° Approve My MOI’Ithly or [ Payrell Infermatien E

Biweekly Reporters B18enefits Enroliment (2
[ Time and Labor Employee
NOTE: only the Time and Labor B Time and Labor Supervisor efff
. " Approve My Monthly Reporters

Supervisors are able to approve

t. ff 1 ‘ Approve My Biweekly Reporters
ime off-campus:

Manager Infermatien

Update Personal Information

For purposes of this reference Summer Contract and Addenda
approval of biweekly reported time Hesltn Senvice Online Appainimant
is being used.

SECTION II:

Timesheet Summary

Report Time (" Lastday of the )
Step 4: Double-click the Employee Timesheet Summary Previous Pay Period
Name that has the Exception Icon ¥ Employee Selection Criteria

[¥ show Schedule Information

When an employee has an Tirpe Period =] Date: [p107z012 |5 | SRefresh ) <= Prev Time Peticd Next Time Period >>

exception an exception icon will

appear ﬁ,,l

View By:

~m 12/25/2041 - D107/2042

‘?ﬁm be' ﬁep—ws"h:‘i::: Exception Denied Hours Department

Customize | Find | £

View By: default
Time Period

The Previous Pay Period & Next '
Time Period helps you navigate to [
the last day of the previous pay ‘
period or to the first day of a pay \
period. [

First day of Hew
Pay Period

0.00 318000

0.00)318000

Section Il
Timesheet Calendar Timesheet

[— -

T By defaull Employee ID:

. H ew L delau

Step 5: Click Job Title: l Time Period l Employee Record Number. 0
Update/Deny/Comments

6Click fior Instrudiys

View By: I Time Feriod j' *Dafe: | 121252011 I?'-I W—’MJ == Provious Time Period Nesd Time Poried =~

== Previous Emplovee

When an employee has an
exception the only action that can
be completed is to click the

Mext Emplovee ==

aults to Fi
Update/Deny Comments link/ ‘ pay perlod
(O (A N
Clicking the g.00 VCE|| 8.00 <WVCP|| 8.00 WCE|| 3.00 VCE|| 8.00 VCE

Update/Deny/Comments link takes
you to the employee’s detailed
Timesheet.

Approved ;’% date/Deny/Comments
¥
Totals:

00.00 WCF

Page 2 of 5




Section IV
Timesheet

3]
Step 6: Click ' — " Exceptions icon

Notice the Timesheet
automatically displays the
Reported Time Status view.

NOTE: to add a comment to an
employee’s time reported you
must be on the employee’s
Timesheet detail page.

Visw By [Time Feried =] et 12252011 ) 2 Rutnasts |
Reported Hours: 2000 Hourz  Scheduled Hours: 3000 Hours

<< Previgus Time Period Mext Time Pevigd ==

Nesxt Employee ==

From Sunday 1212572011 to Saturday 01/07/2012
Timsehest [

z . GB.DCIl[l‘ltl-CIass'rﬁedReau'larEam'll'i BG DEFAULTS, d
2.00 £.00 | 040-Personal Leave Taken - F 7| [BG_DEFAULT®, [

| [3.00 | 3.00 [030-Sick Leave Taken-SKF =] |BG_DEFAULT, |8
Submit
@ Reported Time Status
click o hids
s e
Select | Date Status Total Time Reporting Code c Except
[ 12262011  Heeds Approval 8.00/CLA o & Click to view
Exception page
[0 12272011 Needs Approval 9.00/CLA [ (]
[T 121282011  Needs Approval 8.00|CLA L2
r 122011 Needs Approval Hu0(cLa (&)
r 12002011 Heeds Approval 5.00|/CLA .l
r 12307011 Needs Approval 300 SKF o éi
[T 01022012  Needs Approval 8.00/CLA o
Add a Comment
r 01032012 Heeds Apmuval g.00/cLa o
[0 01042012  Needs Approval 9.00/CLA [
[ 01032012 Heeds Approvel .00 CLA L]
[ D602 Needs Approval .00 FLH

b=
:

Section V
Exceptions

Step 7: Revise Submitted Time
Click Return to Previous Page
View the “Severity “ column

Low & Medium severity exceptions
generally, are acceptable; intended
to warn you of a potential error
condition.

High severity exceptions cannot be
allowed; the time that caused the
exception must be corrected in
reported time and reprocessed in
order to resolve the exception.
Contact Payroll Immediately

Exceptions

Tt .

Fmployee Ty

JubTitle  Progiammenthnayst 3 Empivyee Record Mumber. o
Allowing an exception will enable the fime {o be processed and create payable time without
having to resolve the ftion. Once an ption has been allowed, it will no longer appear
on this page Time that has an excepfion with a Low or Medium severity level will still create
payable ime. Exceptions with a source of Time Administration can only be resolved by running
the Time Administration process. Time that has an exception with a High severity Izvel will not
create payable time.

Go back to Employee's
Timesheet and Resolve
the Exceptions

4] n
Find { B r=t &l 4 3013 L4 | ast

{Mk!w txcephon @i Uescnﬁ Uate Seventy
5 .

‘ I BG_DU0B Hieporied 1 on SMEET | 121262011 Medium

‘ r BG_0008 heported Time on Scheduled | 12/9712011  Medium

‘ | BG_D0DB ﬁs:’”m’d Tima on Scheduled |0 o001 Medium

Click thiz bution fo rescive non-setup relaied exceptions once reporied time has been
corrected using the Timesheet page. This button will only resolve exceptions with a
spurce of Time Validation-Elapsed or Punch.

Allow All

| Clean Up Exceplions |

Return to the
employee’s Timesheet
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Step 8: Remove reported time
Click Submit

In order to resolve the Exceptions
you must delete the time reported
in the dates that were a holiday.
Once you have deleted the
reported time you must resubmit
the reported time again.

Step 9: Click Approve Selected

Once the reported time has been
corrected and resubmitted, the
Reported Status section will reflect
the changes. Notice that once the
Exception(s) have been resolved
the Exceptions column is removed
from the Reported Time Status
section.

Select the reported time to be
approved and click the Approve
Selected button.

Wewsy: ¢ Mmorenod = pare: 12255011 S Ratrash | < Previsus lime Fenad Mext time Homad =~
Heported Hours: 8000 Hours  Schetuled Hours:  30.00 Howrs -
Next Cmplovee =»
" Owerridea
200 [[3.00 [f3oo [[so0 500 800 Jsoo |Boo  [aoo 6900 J010-Classified Regular Eamil=] [BG DEFAULT@,
| | 400 400 fustPersonal Leove baken L3 G Uerast @,
200 [ 300 030 Sick Leave Taken - 2P ) [BC DEFAAT S
_\_‘J!A—
%1:? Submit |
[i] - Remeove reported time
click to hida
Select Dale Status Toftal Time Regorting Code Comments Exception
r 1202612011 | Meeds Approval 2.00 CLA 1] ;31'
[ 12272011 HNesds Approval A00 1A o ﬁ
O 12f20/2011 Needs Approval 0.00 CLA o
r 126282011 Needs Approval 0.00 CLA o
M 12302011 Needs Aoproval 500 GLA )
M [12E02011 |Needs Approval 2.00 SKF L] &
r 01022012 |Needs Approval 2.00 CLA 1]
[ 01i0312012 Mleeds Appoval 8.00 CL& 1]
O min4en1? hesds Approval a0n 1A o
= 0152012 Needs Approval 0.00 CLA o
Il 01062012 Needs Approval 0.00 rLr o
™ ovetm O gescieam fpnuve Seledted Dems Selected
ViewBy: 1 1ime Period ¥, Date: 121252011 E 2 Refresh | <« Mrenious Time Patiad

Reported Hours: 5600 Hours  Scheduled Hours: 2000 Hours

From Sunday 12/25/2011 to Saturday D1/07/2042

800 |800 50D | | 45 D0 imﬁ-{:‘lassﬁled ‘Reguiar Eamir "i

[goo | 2.00 [040 Persanal Leave Taken Fx]
3.00 [ [ 2.00 [030-Sick Leave Taken - 3kP x|

Reported Time has
Exceptions column
is gone

Heported lime has
been d

© Reported Time Status -
click to hide

heen removed

Reported Time has
heen remaved from

Reported Time Status

Scl::l 181‘2011 Needs Aoprova 14005 Tor 1 8.00/CLA (C;m -
M 12289011 Needs Approval 20014 ]
M 127002011 Meeds Approval 500 CLA ]
M 12302011 Meeds Approval 2.00 | SKP ]
T 01032012 Meeds Approval 3.00 CLA (o]
T 01042012 Needs Approval 8.00|CLA [
[ 01052012  Needs Approval 8.00 CLA o}
I 01062012  Needs Aoproval 8.00 PLP o
™ coecan Opeceeam %{% Approve Seiedted | DETij SEEHEs
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Step 10: Click OK

Continue to approve the selected

reported time, Click OK. Are you sure you want to approve the time selected? (13504,2500)

Once the page is saved, the time cannot be "Unapproved”
FPress OK o Approve or press Cancel o not save the approwval.

.
%;i;% 0K | Cancel |

Step 11: Click OK

L . Timesheet
Finalize the approval process, click

OK. Approve Confirmation

v

The Approve was successiul.

Review Status
View By: | 'mePeriod ¥ spage. 121252011 [ @ Retrash |
Review the Reported Time Status Reported Hours: 5500 Hours  Scheduled Hours:  80.00 Hours

=< Previous Time Period Mext Time Periad >

Mext Employes =>

section. If the approval process is From Sunday 12126/2011 fo Salurday 110712012

successful all time status will Tmesnest ISR

reflect Approved.
[ ] l_ l_ [g.00 | W 500 | '_ ] '— W W W '— T i 040-Ciassified Reguiar Eamil =,
I I lesa [ 1 eo00[040 Personal Leave Taken Fi=]

T [ [ el T T LT[ 200[00sSickLoav Taken sKp =]

Sunmit )

) Reported Time Status -
ik Lo i

S ——
Date e | Total Time Reporiing Code Comments
1717802011 Approven R00/CIA .
122002011 |Approved 8.00 CLA o
1203062011 Approved 500/CIA >
123002011 | Approved 3.00 SKP o
mm3rni? Approved AO0CIA O
01042012 | Approved 8.00 CLA ®
01052012 |Appioved 5.00 CLA O
01062012 | Approved 8.00 PLP ®

Revised 3/12/2012
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