TIME APPROVER

Instructions to review and approve
time for Web Time Entry (WTE)

Northeastern State University



Self Service Banner Approver

Login to goNSU and click on the
Employee tab
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Approver

Self Service Banner

From the Employee channel, click on
Time Sheet
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Self Service Banner Approver

Select the Approve or Acknowledge Time
button and then click Select

Time Reporting Selection

Home = Employee > Time Sheet

P =Select a name from the pull-down listto act as a proxy or sele

Selection Criteria

My Choice
Access my Time Sheet: '
Access my Leave Report: i
I Approve or Acknowledge Time: &
Approve All Departments: -
Act as Proxy: m
Act as Superuser: -
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Self Service Banner Approver

To review the time, click on the highlighted
employee name

Change Selection Select All, Approve or FYl

Pending
In} MNMame, Position and Title Required Action Total Hours To
Z10000000 Ellictt Brewster Approwve 8228
Meg9g9s5 - 00
LABORER I
NOQOOO001 Jodi A Sells Approve 12.00

M29825 - 00
PAYROLL CLERK I

MNot Started

[n] MName, Position and Title

NQOODQO0DO01 Chandra vwvette Dyer
N29762 - 00
FPAYROLL CLERK I
NOODO0DO01 Courtney N Hall
sSwWaglz2 - 00
Student Work Study
NO0O000001 Jonathan Edward Hanna
ST2912 - 00
Student Institutional
NOOQO00DO01 Kathryn & Seymour
Mog9g2a - 00
PAYROLL CLERK II
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Self Service Banner

Approver

You can see the summary and time entry detail

Employee Details

Home = Time Sheet

P Select Mext or Previous to access another employee.

Employee ID and Hame: 210000000 Elliott Brewster Department and Description:
Title:

A TE0052 Payrol
—
M22895-00 LABORER |

Transaction Status: l Fending

Change Recora Add Comment § Next |

Time Sheet

Earnings Shift Special Total Total Sunday, Monday, Tuesday, Wednesday, Thursday,

Friday , Saturday, Sunday, Monday, Tuesday, VWednesday, Thuw
Rate Hours Units Oct02, Oct 03, Oct 04, Oct 05, Oct 06, Oct 07, Octos, Oct 09, Oct 10, Oct 11, Oct12, Oct
2011 2011 2011 2011 2011 2011 2011 2011 2011 2011 2011 201
Regular 1 8225 =] =] =] =] a a8 a8 =]
FPay
< Total Hours: 82.25 =] =] =] =] g8 =] =] =]
Total Units: jul
Time In and Out
Earnings Sunday , Monday , Tuesday , VWednesday, Thursday , Friday , Saturday , Sunday , Monday , Tuesday , VWednesday, Thursday ,
Oct 02, Oct 03, Oct 04, Oct 05, Oct 08, Oct 07, Oct 08, Oct 09, Oct 10, Oct 11, Oct12, 2011 Oct13,
2011 2011 2011 2011 2011 2011 2011 2011 2011 2011 2011
Regular 25:00 AM 25:00 AM 08:15 AM 025:00 AM 25:00 AM 25:00 AM 25:00 AM 0500 AM 025:00 AM
Fay 12:00 PM 12:00 PM 12:00 PM 12:00 FM 12:00 PM 12:00 PM 12:00 PM 12:00 PM 12:00 FM
01:00 FM 01:00 FM 01:00 FM 01:00 FM 01:00 FM 01:00 FM 01:00 FM 01:00 FM 01:00 FM
05:00 FM 05:00 FM 05:15 FM 05:00 FM 05:00 FM 05:00 FM 05:00 FM 05:00 FM 05:00 FM
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Self Service Banner Approver

From this screen you can — go to the Previous
Menu, Approve, Return for Correction,
Change Record, Delete, Add Comment, or
move to the Next record.

Employee Details

Home = Time Sheet

P Select Mext or Previous to access another employees.

Employee I} and Name: 210000000 Elliott Brewster Department and Description:

Title: rMe9395-00 LABORER | Transaction Status:

[ Change Recora Add Comment m]

Routing Queus B Account Distribution

Time Sheet

Earnings Shift Special Total Total Sunday. Monday, Tuesday, Wednesday, Thursday, Friday., Saturday, Sunday, Monday, Tue

Rate Hours Units Oct02, Oct 03, Oct 04, Oct 05, Oct 06, Oct 0F, Oct 08, Oct 09, Oct 10, Oct
2011 2011 2011 2011 2011 2011 2011 2011 2011 201
Regular 1 82.25 g8 g g g8 g g8
Fay

Total Hours:

]
[§%]
I
[A]]
L]
ow
ow
L]
ow
L]

Total Units: jul
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Self Service Banner

Time Sheet

Routing Queue is shown

Approver

If you clicked Approve, the information in the

(i
Earnings Shift Special Total Total Sunday, Monday, Tuesday, Wednesday, Thursday, Friday, Saturday, Sunday, Monday, Tuesday, Wednesday, Thursday, Friday, Saturday,
Rate Hours Units Oct02, Oct03, Oct04, Oct 05, oct 06, Oct 07, Oct08, Oct0g, Oct10, Oct11, Oct 12, oct 13, Oct14, Oct15,
2011 2011 2011 2011 2011 2011 2011 2011 2011 2011 2011 2011 2011 2011
Regular 1 §2.25 g a8 a8 g g a8 a8 g8 g8 10.25
Fay
Total Hours: 82.25 g8 8 =) g8 g8 =) 8 =) g8 10.25
Total Units: 0
Time In and OQut
Earnings Sunday . Monday Tuesday , Wednesday, Thursday ., Friday , Saturday , Sunday ., Monday , Tuesday , Wednesday, Thursday, Friday . Saturday .,
oct 02, Oct 03, Oct 04, Oct 05, Oct 06, Oct 07, Oct 08, Oct 09, oct 10, oct 11, Oct12, 2011 Oct13, Oct 14, Oct 15,
2011 2011 2011 2011 2011 2011 2011 2011 2011 2011 2011 2011 2011
Regular 0500 AM 05:00 AN 0515 AN 05:00 AN 05:00 AN 05:00 AN 0500 AN 05:00 AN 05:00 AN 0T 45 AN
Fay 12:00 PM 12:00 PM 12:00 PM 12:00 PM 12:00 PM 12:00 PM 12:00 PM 12:00 PM 12:00 PM 12:00 PM
01:00 FM 01:00 FM 01:00 FM 01:00 FM 01:00 FM 01:00 FM 01:00 FM 01:00 FM 01:00 FM 01:00 FM
05:00 FM 05:00 FM 05:00 FM 05:00 FM 0700 FM
Routing Queue
Hame Action and Date
Kathryn & Seymour Criginated Oct 12, 2011 02132 pm
Kathryn & Seymour Submitied Oct 12, 2011 0325 pm
Rickie Cleoc Manes Pending
Pay Period Effective Date Percent Index Fund Organization Account Program Activity Location Project Type Cost Type
Qct 02, 2011 100.00 10001 T7F0015 511160 177400

Change Recora Add Comment ] Noxt |
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Self Service Banner Approver

If you choose Previous or Next from the first
page, you could check Approve or Return

Department Summary

Home = Approver/Superuser Summary Web Page

P sSelectthe employee’s name to access additional details.

COA: A, Mortheastern State University
Department: TE0059, Payroll Office

Pay Period: Qck 02, 2011 to Oct 15, 2011
Act as Proxy: Mot Applicable

Pay Period Time Entry Status: Open until Oct 19, 2011, 08:00 PM

Seiect Al Approve or P ===

Pending
] Mame, Position and Title Required Action Total Hours Total Units Queue Status Approve or FYI Return for Correction
Z10000000 | Elliott Brewster Approve B2.25 0o I~ r
Me9895 - 00
LABORER. I
NO0000001 Jodi & Sells Approve 12.00 oo — -

M99g25 - 00
PAYROLL CLERK I
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Self Service Banner Approver

When it is approved, you receive the
acknowledgement

Department Summary

Home = Approver/Superuser Summary Web Page

P sSelectthe employee’s name to access additional details.

[; 1 record(s) have been Approved/Acknowledged. ]

COA: A, Mortheastern State University
Department: Ta0059, Payroll Office

Pay Period: QOct 02, 2011 to Oct 15, 2011
Act as Proxy: Mot Applicable

Pay Period Time Entry Status: Open until Oct 19, 2011, 08:00 PM

Seiect Al Approve or P =a

Pending
In} MName, Position and Title Required Action Total Hours  Total Units
NO0000001 |[Jodi A Sells Approve 12.00 .00
N99825 - 00
PAYROLL CLERK I
Approved
In} Name, Position and Title Required Action Total Hours Total Units
210000000 Ellictt Brewster 8225 .00
MN29895 - 00
LABORER I
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Self Service Banner Approver

If you approve time for more than 1
organization, make your choice and click Select

Approver Selection

Home > Process Select Time Sheet Roll

Time Sheet

Department and Description My Choice Pay Period
A, TE0059, Payroll Office f

|BwW, Oct 02, 2011 to Oct 15, 2011 =]

|BwW, Oct 02, 2011 to Oct 15, 2011 =]

A, T70007, Office of Human Resources ¢

Sort Order

My Choice
Sort employees’ records by Status then by Name: &
Sort employees’ records by Name: e
Select

Northeastern State University
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Self Service Banner Approver

If you had selected the Payroll Office you would
see those employees

Department Summary

Home = Approver/Superuser Summary Web Page

P Selectthe employee’s name to access additional details.

COA: A, Mortheastern State University
Department: Ta0059, Payroll Office

Pay Period: Oct 02, 2011 to Ock 15, 2011
Act as Proxy: Mot Applicable

Pay Period Time Entry Status: Open until Oct 19, 2011, 08:00 PM

Seiect At Approve or ¥ ==s

Pending
In] MName, Position and Title Required Action Total Hours Total Units Queus
210000000 Ellictt Brewster Approwve 8225 .00
Me989s5 - 00
LABORER I
NOO000001 Jodi A Sells Approve 12.00 0o

NS9825 - 00
PAYROLL CLERK I

Mot Started
In] MNMame, Position and Title

NO0000001 Chandra yvette Dyver
MN997ae2 - 00
PAYROLL CLERK I
NOOO0O00001 Courtney M Hall
S5wa9lz2 - 00
Student Waork Study
NQO0000001 Jonathan Edward Hanna
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Self Service Banner Approver

If you had selected Office of Human Resources,
those employees would display

Department Summary

Home = Approver/Superuser Summary Web Page

P Selectthe employee’'s name to access additional details.

COA: A, Mortheastern State University
Department: T70007, Office of Human Resources
Pay Period: COct 02, 2011 to Oct 15, 2011

Act as Proxy: Mot Applicable

Pay Period Time Entry Status: Open until Oct 19, 2011, 08:00 PM

Change Selection Select All, Approve or FYI

Pending
0] Name, Position and Title Required Action Total Hours Tot
220000000 |Lola Bell Approve 5.00

SWaa222 - 00
Student Work Study

Mot Started

In} Mame, Position and Title

NO0000001 Felicia Denise Graff

SWaa922 - 00

Student wWork Study
MN0O0000001 Tana Lynn Hendrickson

MNOQFFF - 00

ADMIMISTEATIVE ASSISTAMNT
NOO0O00001 MNicole T Mcconaha

SwWwaaz22 - 00

Student Work Study
NQO0000001 Lisa Marie Straubing
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Self Service Banner

Approver

The Return for Correction screen

Department Summary

Home = Approver/Superuser Summary Web Page

P Selectthe employee’s name to access additional details.

COA: A, Mortheastern State University
Department: T70007, Office of Human Resources
Pay Period: Cct 02, 2011 to Oct 15, 2011

Act as Proxy: Mot Applicable

Pay Period Time Entry Status: COpen until Oct 12, 2011, 03:00 PM

Setost Al Aporove or =3

Pending
] MName, Position and Title Required Action Total Hours Total Units Queue Status Approve or FYI Return for Correction
220000000 Lola Bell Approwve 5.00 oo

: (i ~
SWaoazz - 00
Student Work Study
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Approver

Self Service Banner

You receive a message showing it has been
returned

Department Summary
Home = Approver/Superuser Summary Web Page

P sSelectthe employee’s name to access additional details.

[; 1 record(s) have been Returned for Correction. ]
COA: A, Mortheastern State University
Department: T7Y0007, Office of Human Resources
Pay Period: Qct 02, 2011 to Oct 15, 2011
Act as Proxy: MNot Applicable

Pay Period Time Entry Status: Open until Oct 19, 2011, 08:00 PM

Change Selection
Returned for Correction
0] Name, Position and Title Total Hou
Z20000000 Lola Bell

SwWaagk22 - 00
Student Worlk Study

Mot Started

0] MName, Position and Title
NOO0000001 Felicia Denise Graff
SwWwagz22 - 00
Student Work Study
NOO0000001 Tana Lynn Hendrickson
MNe9777 - 00
ADMIMISTRATIVE ASSISTANT
NOO000001 Micole T Mcconaha

SWaooz2 - 00
Student Work Studw
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Self Service Banner

Approver

The detail now shows Returned for Correction

Employee Details

Home = Time Sheet

P Select Mext or Previous to access another emplaoyee.

Employee IO and Name: 220000000 Lola Bell Department and Description:

Title: SWaaz2-00 Student Woaork Study Transaction Status:

provious Monu ] Submit ] Change Rocora Add Comment

AT7000F Office of Hyymao Resolurces

Returned for Correction

Time Sheet

Earnings Shift Special Total Total Sunday, Monday, Tuesday, Wednesday, Thursday, Friday,

Saturday , Sunday, Monday, Tuesday, Wednesday, Thursda
Rate Hours WUnits Oct 02, Oct 03, Oct 04, Oct 05, Oct 06, Oct 07, OctO08, Oct 09, Oct10, Oct 11, Oct12, Oct 13,
2011 2011 2011 2011 2011 2011 2011 2011 2011 2011 2011 2011
Regular 1 5 2 2 1
Fay
Total Hours: 5 2 2 1
Total Units: ul
Time In and Out
Earnings Sunday , Monday , Tuesday , Wednesday, Thursday, Friday , Saturday , Sunday , Monday , Tuesday , Wednesday, Thursday, Fr
Oct 02, Oct 03, Oct 04, Oct 05, Oct 06, Oct 07, Oct 08, Oct 09, Oct 10, Oct 11, Oct12, 2011 Oct13, o
2011 2011 2011 2011 2011 2011 2011 2011 2011 2011 2011 2(
Regulsr 01:00 PM 01:00 PM 02:00 PM
Fay 02:00 PM 02:00 PM 04:00 PM

Comments

Northeastern State University




Self Service Banner Approver

When you return for correction, leave a
comment to indicate the reason

Comments

Home = Comments Web Page

P Enter or edit comments until you submit the record for approval. Mark the Comment Confidential inc

Employee: Lola Bell, Z20000000
Pay Period: Oct 02, 2011 to Oct 15, 2011

Made By: Rickie Clea
Comment Date: Oct 12, 2011
Confidential Indicator: [—

Enter or Edit Comment: . .
Please adjust your time for lunch

e e

Made By: Lola Bell
Comment Date: QOct 12, 2011
Comment is not Confidential

Commeant: Time Sheet Returned

Northeastern State University
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Self Service Banner

Approver

The detail screen now shows Comments and that it was
returned. Also the Routing Queue has changed status

Time In and Out

Earnings Sunday , Monday , Tuesday , Wednesday, Thursday , Friclay , Saturday , Sunday , Monday , Tuesday , Wednesday, Thursday ,
Oct 02, Oct 03, Oct 04, Oct 05, Oct 06, Oct 07, Oct 08, Oct 09, Oct 10, Oct 11, Oct412, 2011 Oct13,
2011 2011 2011 2011 2011 2011 2011 2011 2011 2011 2011
Regulsr 01:00 P 01:00 Pl 02:00 P
Fay 02:00 FIM 02:00 FM 04:00 FI
Comments
Date Made by Confidential Comments
Qct1z, 2011 0415 pm Rickie Cleo Manes Mo Please adjust your time for lunch
Oct 12, 2011 04:04 pm Lola Bell Na Time Sheet Returned
Routing Queue
Hame Action and Date
Lola Bell Sriginated Sct 12, 2011 03:01 pm
Laola Bell

Submitted Oct 12, 2011 04:09 pm

Rickie Cleo Manes In the Ciueue
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Self Service Banner Approver

Once the time is adjusted, it will show in your
queue again, ready for approval

Department Summary

Home = Approver/Superuser Summary Web Page

P selectthe employee’s name to access additional details.

COaz &, Mortheastern State University
Department: T70007, Office of Human Resources
Pay Period: COck 02, 2011 to Ock 15, 2011

Act as Proxy: Mot Applicable

Pay Period Time Entry Status: Open until Oct 19, 2011, 03:00 PM

Ssiect Al Approve or ¥ =s

Pending

— P - - - -
In] MName, Position and Title Required Action Total Hours Total Units Q
220000000 Lola Bell Approve 8.00 .00

SwWa9z2 - 00
Student Work Study
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Self Service Banner Approver

Successfully Approved Time

Department Summary

Home = Approver/Superuser Summary Web Page

¥ Selectthe emploves's name to access additional details.

[ /. 1 record(s) have been Approved/Acknowledged. ]
COA: 4, Northeastern State University
Department: T70007, Office of Human Resources
Pay Period: Oct 02, 2011 to Oct 15, 2011
Act as Proxy: Mot Applicable

Pay Period Time Entry Status: Open until Oct 19, 2011, 08:00 PM

Change Selection

Approved

[} Name, Position and Title Required Action Total Hours Total Units | Queue Status ] Approve or FYI
220000000 LolaBell a.00 0B Approved

SWa9z2 - 00
Student Work Study
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