EMPLOYEE TIME ENTRY

Mmﬁ% TIME APPROVAL FOR SUPERVISORS

OVERVIEW P Supervisors can review their employees’ time entries at any
time, and approve or reject them as appropriate.

P The contact for “ Supervisory Approval” isthe Payroll Office
(783-2145)

LOGIN » Loginto WebAdvisor

Please refer to Section 404 for information about logging into
the Colleague database system.

TIME APPROVAL (FOR SUPERVISORS)

MENU SELECTION » From the Employees WebAdvisor for Employees menu,
select Time Approval (for Supervisors)

Time Entry and Approval

ry (for supervisors

» You will now see pay periods available for approval and an
“Approve By Date”, which marks the time when a supervisor
will no longer have access to approve hours for this pay period.

Time elﬁsproval (for supervisors)

Pay Pay

Review g g Approve Position g Total
Approve Ent Period Period EppDale Name Title Department Location Hours
Ty Start Date  End Date Y

r O 07/01/06 07415406 10/22/06 | Ms. Demi | Payrol Payrall Worehead 0.00
04:30PM | Moore Assistant Campus

r O 07/01/06 07415i06 10/22/06 | Mr. Robert | Police Police Worehead 0.00
04:30PM | Redford | Supervisor | Depariment Campus

r O 07i16/08 07/31/08 11/07/0€ | Ms. Demi | Payrell Payroll Morehead 0.00
04:30PM | Moore Assistant Campus

m O 071808 07i21/08 11/07/06 | Mr. Rotert | Police Police Worehead 0.00
04:30PM | Redford | Supervisor | Department Campus

r O 08/01/06 08/15/06 11/22/06 | Ms. Demi | Payrol Payrall Worehead 0.00
04:30PM | Moore Assistant Campus

r O 08/01/06 08/15/06 1112206 | Nr. Robert | Police Police Worehead 0.00
04:30PM | Redford | Supervisor | Depariment Campus

r O 02/16/08 08/31/08 12/08/0€ | Ms. Demi | Payrell Payroll Morehead 0.00
04:30PM | Moore Assistant Campus

m O 08/18/08 08/21/06 12/08/06 | Mr. Rotert | Police Police Worehead 0.00
04:30PM | Redford | Supervisor | Department Campus

r O 09/01/06 0915406 12/23/06 | Ms. Demi | Payrol Payrall Worehead 0.00
04:30PM | Moore Assistant Campus

= [ 09/01/06 08/15/06 1212206 | Mr. Robert | Police Folice Worehead 0.00
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TIME APPROVAL FOR SUPERVISORS

APPROVING

Regular

The Office of Human
Resourceswill overseethe
hiring of all regular
employees.

College Wor kstudy

The Office of Financial Aid
will over see the hiring of
all federal, institutional,
and Undergraduate
Fellowship student
employees.

Hoursworked for both
regular and college

wor kstudy employees will
be approved at the
departmental level.

» Approving an Employee’s Time. A supervisor can approve an
employee’ stime entry on any of the following forms:

o Employee Time Entries. Clicking the Approve box for
one or more time entries and then clicking the Submit
button automatically approves those time entries. If the
Review Entry box is aso clicked for atime entry, then
the Time Entry form is displayed for the supervisor to
review. “Approve’ isaready displayed in the
Supervisor Decision box; however, the supervisor can
change that decision if necessary.

o TimeEntry and Time In/Out. In the Supervisor
Decision box, supervisors choose “ Approve’ and click
the Submit button to approve the time entry.

P Regardless of the form that supervisors use to approve an
employee’ stime entry, an email automatically notifies the
employee that the time entry is approved.

» A checkmark in the Review Entry column aerts supervisors to
atime entry that should be reviewed. Select the appropriate
pay period, employeesto review and SUBMIT. (Employees
must be working in a position that has been assigned a Time
Entry form to belisted.) Review the time entered by the
employee. Y ou may modify, approve or reject the time entry.
If an employee has entered time in/out, you may select the
review box.

The emplovee hag time infout data. To review i, c%k the box W

SPECIAL NOTE REGARDING WORKSTUDY STUDENTS: YOU
MUST MAINTAIN A RECORD OF SPECIFIC HOURS WORKED
ASYOU HAVE IN THE PAST FOR AUDIT PURPOSES. THIS
MUST BE MAINTAINED ON A PAPER TIME CARD OR ON A
DETAILED WEB TIME ENTRY TIME CARD. TIME CARDS
MUST BE SIGNED IN INK OR ELECTRONICALLY.
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TIME APPROVAL FOR SUPERVISORS

» You will then see the employee’ stime in/out form. Thisform

shows specific hours worked during the day.

Date Day Time In Time Qut Insert Line
0528006 Sunday | | [~
0828008 | Monday | [og-gpAM | [10:30AM -
05/30:06 Tuesday | | —
05731006 | Wednesday | | [~
06/01/06 Thurzday | | H
0G/02/06 Friday | | r
06/0206 Saturday | | H
06/04/06 sunday | | | -
/0506 Monday | | [~
08/08/08 | Tussday | [og-npANM [11:00AM u
08/07I06 | Wednezday | | [~
06/08/06 Thurzday | | B
0E/0S 06 Friday | | H
0510406 Saturday | | H

» Thisformisonly available for those employees who enter time
in and time out data. The supervisor may modify the
employees’ time entry; however, you should be very cautious.

Y ou should have documentation to support your change and

you must make sure that the employee resubmits their time card
as approved or they sign the paper copy as proof that they agree
with the adjustment.

April 2008
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TIME APPROVAL FOR SUPERVISORS

REJECTING

MODIFYING

P Rejecting an Employee’s Time. To reject an employee’ stime
entry on either the time entry or time in/out, the supervisor
chooses “Reject” in the Supervisor Decision Box. In addition,
the supervisor must do the following: 1) Enter commentsin
the Supervisor Comments box, which becomes the email test to
the employee. 2) If the employee’s e-mail address box is blank,
enter the e-mail address for the employee who timeis being
rejected.

» When the employee receives the rejection notice, they can
change the time that they entered and re-sign the time entry as
long as the deadline for completing the time entry has not
passed.

NOTE: Regardlessof whether the supervisor approves or
rgectsthe employee stime entry, or takes no action at all,
employees are always paid. You must notify the Payroll Office
when changes arerequired and you are unable to adjust on
WebAdvisor.

» Modifying an Employee’s Time Entry. Supervisors can modify
an employee' stime entry either in Time Entry or Time In/Out.
If you modify Time In/Out, you must change the hours on the
Time In/Out form EIRST and the Time Entry form will
automatically be adjusted according to the sum total of the time
listed.

» When a supervisor modifies an employee’ stime entry, an
automatic e-mail notifies the employee of the change.

» The Employee Time Entry form provides alist of the
supervisor’s employees who use WebAdvisor to enter hours
worked for the pay period that is open for processing.
Therefore, if more than one pay period is open, the same
employee might be listed multiple times.
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TIME APPROVAL FOR SUPERVISORS

P Entry Level/Alternate Supervisor. Alternate supervisors, who
need to approve the time entries for another supervisor’s
employees, choose the appropriate supervisor from alist
provided in the “ Approve time entries on behalf of box”. That
supervisor’s employees are then displayed on the form.

Pay Pay

Review i i Approve Position 5 Total
Approve Ent Period Period BppDale Name Title Department Location Hours
Y Start Date  End Date Y

r r 070106 071508 10/22/06 | M=. Demi Payrell Payrell Morehead 0.00
04:30PM | Moore Azsistant Campus

r r 0701408 071508 1 € [ Mr. Robert | Police Police Morehead 0.00
04:30PM | Redford Supervizer Department campus

r " 071806 07/31/08 11/07/06 | M=. Demi Payrell Payrell Morehead 82.50
Moore Azsistant Campus

r r 0716406 0721408 Wr. Robert | Police Police Morehead 0.00
Redford Supervizor Department Campus

r r 08/01/06 08/15/06 2. Demi Payroll Payroll Morehead 0.00
Moore Agsistant Campus

r r 0&/01/08 081508 Mr. Robert | Police Police Merehead 0.00
Redford Supervizor Department Campus

r r 08/18/06 08/31/06 12/08/06 | M=. Demi Payroll Payroll Morehead 0.00
04:30PM | Moore Agsistant Campus

r r 0818408 0&/31/08 Mr. Robert | Police Police Merehead 0.00
Redford Supervizor Department Campus

r r 0%/01/06 09/15/06 2. Demi Payroll Payroll Morehead 0.00
Moore Azziztant Campus

r r 0/01/08 08/15/08 Mr. Robert | Police Police Merehead 0.00
Redford Supervizor Department Campus

Approve time entries on behalf of w

SUBIIT

» You will select the individual that you want to approve on
behalf of. You will then see the employees that have that
individual astheir supervisor. See asfollows:

Employee Time Entries

. Pay Pay s
Review . . Approve Position . Total
Approve Ent Period Period BppDate Name Title Department Location Hours
" Start Date End Date Y
W r 05/28/06 08/10/06 09/17/06 | Mr. Workstudy Payroll Merehead 5.50
04:30PM | Harrizcn (Federal) Campus
Ford
r r 07/01/08 07/15/08 Mr. Workstudy Payroll Morehead 0.00
Harrison | (Federal) Campus
Ford
r r 07/16/06 07/31/06 11/07/06 | Mr. Workstudy Payroll Merehead 0.00
04:30PM | Harrison (Federal) Campus
Ford
r r 08/01/06 08/15/06 Mr. Payroll Morehead 0.00
Harrison Campus
Ford
r r 08/186/06 08/31/06 12/08/06 | Mr. Workstudy Payroll Morehead 0.00
04:30PM | Harrison (Federal) Campus
Ford
M r 09, Mr. Workstudy Payroll Morehead 0.00
Harrigon (Federal) Campus
Ford

SUBMIT |
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TIME APPROVAL FOR SUPERVISORS

EMPLOYEE HISTORY
(FOR SUPERVISORS)

>

Supervisors must pay close attention to employees with
EQ hours or overtime for the semi-monthly period. EQ
time should be reduced on the time card and submitted
when due for payment. Overtime should be reduced
from the time card also. You should email all overtime
hours to the Payroll Office so these hours can be added
during the payroll process. These adjustments should be
done immediately before approving the time card.

Y ou will proceed as needed on thisform. REMEMBER: If
you are serving as an entry level/alternate supervisor and DO
NOT have the authority to actually approve the time, you will
simply enter the hours for the employee and submit. DO NOT
APPROVE.

This section allows the supervisor to review historical data.

Time Entry and Approval

Time entry
ime

Time approval (for supervizers
Empleves histery (for supervizers

Supervisors can choose whose time history they want to review
and the available years are displayed in a drop-down list.

The list includes the past pay periods for which time history is
available and the current pay period only if the employee has
electronically signed the time entry form or a supervisor
approved or rejected it.

Y ou may review time that was entered and, if necessary,
approve the final record.

If the time entry was used in payroll calculation without the
supervisor’s signature, the supervisor can enter an approval for
auditing purposes on the final record of atime entry.
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TIME APPROVAL FOR SUPERVISORS

Last Revision: 9/19/06

To approve the time entry, select “Approve’ from the drop-
down list in the Supervisor Decision box.

NOTE: Becausethe payrollshave been processed,
supervisors cannot change any data that is displayed nor
can they choose to reject an unapproved time entry.

OO @
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