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Timing:
e Itis recommended that you approve your employee(s) time on the Monday following the end of a pay period.
e Supervisors have until Noon on Tuesday following a pay period to approve employee’s hours.

e Ifyou do NOT approve an employee’s time correctly, they will NOT be paid!
¢ You should complete these steps in order: review timesheet, clean up exceptions, approve payable time.

Login:
e My UW System portal at https://my.wisconsin.edu/.
e  Alink is available from the HR Home Page or from the UW-L Home Page in the Quick Links drop down menu.
[ ]

Go to the “Manager Time and Approval” section on your portal.

Click on the Manager Self Service - Time Management link.

MANAGER TIME AND APPROVAL KH~

IManagEr Self Service - Time Marvagamentl Help

Approve Absence
Approve Payable Time

Absence Time

Name Status
Needs Approval
MNeeds Approval
Needs Approval
Needs Approval
Needs Approval
Needs Approval
MNeeds Approval
Needs Approval
Needs Approval
Refresh

Reviewing time entry:
e On the “Manager Self Service” menu page in HRS, click the Timesheet link.

g Manager Self Service
te to self service information and activities for people reporting to you.

Manage Schedules ==~"] Approve Time and Exceptions
Assign permanent work schedules, \l ' Approve reporled or payable fime,
hange schedules for a day, week, or overfime and absence requests, and

st absences.

range of dates. manage exceplions.

=] Assign Work Schedule Payable Time

[E] Exceplions

=| Absence Requests

-] View Time = Manager Search Options
| .~ View calendars, balances, forecasied and E Access manager search opfions.
payable time, accumulators and more.
=] Monthly Time Calendar
=] Weekly Time Calendar
=] Daily Time Calendar
8 More...

¢ You will now be able to search for your employees.

®  You can search by Group 1D, Employee ID, or Name.
0 Name searches — use all CAPITAL LETTERS for Last Name, First Name, or both.
0 Group ID searches — use the magnifying glass icon to find your Group ID number.

e Use Group ID “B” (ptimaty supervisor) or Group ID “C” (back-up supervisor)
O Tip: you can save your search criteria as a time saver.

e  (lick the Get Employees button to search using your search criteria.
e Depending on your search criteria, one or more employees will be returned.

O If you supervise the same employee for multiple jobs, use the “Working Title”, “Empl Red Nbr” and
“Department Description” to identify each job.

e Sclect the timesheet by clicking the Employee’s Name.
e If you need to view other timesheets for this person, use the Previous Time Period and Next Time Period links.
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Reviewing time entry (continued):

e Time should be reported in quarter-hour increments. (see the following guidelines)
O 7:53 am to 8:07 am = 8:00 am
O 8:08 am to 8:22 am = &:15 am
0 8:23 am to 8:37 am = 8:30 am
O 8:38 am to 8:52 am = 8:45 am
0 8:53 am to 9:07 am = 9:00 am
e  Start, stop and lunch times should be in the appropriate boxes. (see examples)
0 For a shift without a break, the first “in”” box and the last “out” box should be used.
0 For a shift with a break, the first “in” box and the last “out” box should be used for start/stop times and the
center “in” and “out” boxes for the break.

£ Sun G129 New
(2 Mon  6/30 Submitted | 8:00:004M | | [ 12:00:00PM 4.00
(2 Tue 7N Submitted | 7:45:00AM | 12:00:00PM | 12:30:00PM | 4:30:00PM 8.25

e The “reported hours” field will automatically add together the reported time for each day in the pay period. Review
this total for accuracy.

View By: Time Period + Date: 01/01/2012 [5] (2 Refresh | == Previcus Time Period Mext
Populate Time From: Schedule Information Mesxt
Reported Hours: 12.00 Hours Scheduled Hours: 0.00 Hours

Reported time on or after 01/15/2012 is for a future period.

From 01/01/2012
[ Tmesheet Y\ [=»

Day Date Status In out in out Punch Total
> sun 1 New
2 Mon 42 New
> Tue 13 Submitted 12:30:00PM 4:30:00PM 4.00
2 wed 14 Submitted 12:30:00PM 4:30:00PM 4.00
2 Thu 15 Submitted 12:30:00PM 4:30:00PM 4.00

e To review timesheets for other employees, click the Return to Select Employee link to enter new search criteria OR
if your previous search pulled up multiple employees use the Next Employee button at the top of the page.

View By: | Time Period E| Date:  |D6/15/2014 [5 2 Refresh | p i i i i t
Populate Time From: Schedule Information == Previous Employee Next Employee == Il

Reported Hours: 0.00 Hours Scheduled Hours:  0.00 Hours
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Reviewing exceptions:

e On the Timesheet page, you can also see what dates have exceptions by looking for the Exceptions &
icon. Exceptions need to be corrected or approved before you’re able to approve payable time.

Reported time on or before 02/26/2011 Is for a prior period.

From 02/13/2011 to
Timesheet | [F=H)

Day Date
Osm 2t New L | | e
O Mon 214 Submitted 7:45:00AM| 12:00:00PM| | 12:45:00PM]| | 4:30:00PM 800 =
O Tee 2015 Submitted T:45:00AM | 12:00:00PM | | #:3000PM 425 e
O wed 216 Submitted T4S:00AM  12:00:00PM a5
3 Thu 27 Submitted T45:00AM  12:00:00PM | 12:45:00PM || 4:30:00PM soo &
O Fi 218 Submitted 4:30:00AM (- |
] Submitted T:45.00AM | 12:00.00PM | 12:45:00PM | 1 425 =
O am vew —
O S 220 New il

e [Exceptions are created when the system detects errors, including: missed punches, incorrectly entering am/pm, hours
in a day totaling more than 24, and more. Exceptions must be either corrected or approved.
0 Correcting exceptions: exceptions that are due to time entry errors will need to be corrected.
e Example: “punch hours greater than 12” exceptions should be corrected if the exception is due to a
missed or incorrect punch (see instructions in ‘Correcting Time Entry’ section).
0 Allowing exceptions: some exceptions are not due to time entry errors and should be approved.
e Example: “punch hours greater than 12” exceptions should be “allowed” if the employee truly did
work a 12+ hour shift (see instructions in ‘Allowing Exceptions’ section).
Correcting time entry:

e If the employee’s timesheet is inaccurate or entered incorrectly, best practice is to have the employee correct the
timesheet themselves.
0 If there are exceptions on the employee’s timesheet, allow approximately two hours after correcting/allowing
exceptions for HRS processing (after HRS Time Administration process is completed).
e If your employee is unable to correct their own timesheet, you may do it for them.
e When correcting a timesheet, enter the time using 24 hour time or standard time. (see the following examples)

_ Morning Noon Afternoon Midnight

24 Hour Time 0745 1200 1630 0000
Standard Time 7:45AM 12:00PM 4:30PM 12:00AM

e Use the Submit button to save any changes or corrections that you make. Submitting will update the “reported
hours” field.
Allowing exceptions:

e If the exception cannot be resolved by correcting the timesheet, you can allow it by clicking on the exception icon éﬂ',
selecting the exception, and clicking Allow and then Save.

[ [ Job Descrpton
Active check R o e R D et I O =
box = allow \ i e woore [ == D
UW_PCHOT Earty Out Punch e [T ] Law
Greyed check ___ | wromsmmren oo Domm— — an
bOX — cofrrect UW_PCHOT Earty Out Punch oo [ = e

sssorve s " e has been
S B SN St o B - iy Bk

comrecied using|
ourze of Trme Vasabon Elaped o Punch

Allow AL

s |
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Approving payable time:

e After allowing exceptions and/or correcting the timesheet, you will need to wait until the next Time Administration

process is complete before you will able to approve the payable time. Time Administration runs approximately every
2 hours throughout the day.

e Review the timesheet before you approve time.
e On the “Manager Self Service” menu page in HRS, click the Payable Time link.

o Manager Self Service

igate to self service information and aclivities for people reporting fo you.
lanage Schedules

Approve Time and Exceptions
Approve reporied or payable time,
1 nce requests, and

Report Time

Report time or request absences.
= Timesheet

B ence Request

ssign permanent work schedules,

-~ change schedules for a day, week, or
range of dates.
=] Assign Work Schedule

Absence Requesis

= Manager Search Options
View calendars, balances, forecasted and E Access manager search opfions.
ayable time, accumulators and mare.
Monthly Time Calendar
eekly Time Calendar
=| Daily Time Calendar
6 More...

You will now be able to search for your employees and approve their time.
¢ You can search by Group ID, Employee ID, or Name.
O Name searches — use all CAPITAL LETTERS for Last Name, First Name, or both.
0 Group ID searches — use the magnifying glass icon to find your Group ID number.
e Use Group ID “B” (primary supetrvisor) or Group ID “C” (back-up supervisor).
e Tip: you can save your search criteria as a time saver.
e  (lick the Get Employees button to search using your search criteria.

The date range for finding an employee's submitted time will default to the current pay period. If you need to
approve time for a different pay period, contact Human Resources.

Approve Payable Time
Approve Time for Time Reporters

N Bmployees wee reamad for S BT parcd speciied.

Btart Dat: U2REZ0N (W End Date: aanuRI | Bt
GoTo  Manager Salf Servca
Tina Managamant

e If there is time awaiting your approval, employee’s names will display. Only employees who have time waiting to be

approved will be listed. Click on the Employee's Name.

Start Date: 0212672010 ] End Date: 03/0472011 |[3 (% Refresh ]

OCIM:K for Instructions

Employees For JASKIE

Emp!
Select Name %"M cd Job  Job Description Working Title
b

| ] OFFICE OFFICE
O CLEVELAND 00587677 016000  ,seociATE ASSOCIATE

Select Al Clear Al

Approve

Go To:

g

f
=
=

Manager Self Service

Time Management
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Approving payable time (continued):
e After clicking an Employee’s Name, you will see the “Approve Payable Time” page. This page will show you any
time that has yet to be approved for that employee. You should make sure that the information appeats correct.

Select Mg me you wish 10 aporove and Then cick the Agprove bullon. Enler 3 Sp40Rt Actounting Date fer each row of payable time b
b published. If you wish to use the currerd dabe as the publish dale, you may beave the Accounting Dafe field blank.

Start Dt End Date:

Seloct  Date Cusantity  Type: Dt Adjust Reported Tine Comments
a2 - B 000000 Hours W Adpest Repared Thme
AT 5 B000000 Hours W At Reported Time
ovizonz fw 2000000 Hours W Auss! Rieported Time
nu12R012 2000000 Hours i
[0 8000000 Hours "
nu12012 5 2000000 Hours C
ow1azoi2 | REG 2000000 Hours W Adfjusst Roparted Time

e The following items may appear on the “Payable Time” screen and can be distinguished by the “Time Reporting
Code” field:
0 Regular Hours (REGO00)
0 Night Differential (ND045)
0 Weckend Differential (WID060)
0 Overtime (OT150)

e If anything appears to be incorrect, click on the Adjust Reported Time link to be taken back to the employee’s
timesheet. After reviewing the employee’s timesheet, you can return to the “Payable Time” screen by clicking on the
Return to Approval Details button.

e If everything is correct, click the Select check box for the days you want to approve or click the Select All
button. Click the Approve button to approve an employee's time.

Approval Delads

[ Overview Y Time Rapsring Elements | Tosk Reparing Elmments |, [T
— Time
Sataet | Date Tagearting Cuantity  Typs Aeeounting Dats Adjunt Baportid Tima-
Code
7 [ oanzeorz REGOO B.000000 Hours W Adisl Reponed Tims
7 fJoanazoiz  REGoD 9.000000 Hours W Aguat Reponed Timse
7 | oaamoiz REGOD 8.000000 Hours W Atjust Raponad Tima
¥ [ oasmorz  mEcos 8000000 Hours T Adjust Rapoded Tima
¥ f oanam01z  REGOD 2.000000 Hours T Adwst Reporied Time
¥ 03MAZMZ  REGOD 8000000 Haurs W Adjust Reported Tima
¥ | ozzamo1z  REGOD 8000000 Hours i Admist Repored Time
# ooz ReGoo 2.000000 Hours i Suyst Begoned Timg
¥ | vamamoiz REGOO 2.000000 Hours (T Adwst Reponed Time
¥ J ozea201z  REGOD 8.000000 Hours i Adjust Reponed Time

Claar A1

Al

¢ You will see an Approval Verification message. Click OK if you are sure you want to approve the time.
e Tinally, you will see the Save Confirmation page. Click OK again.

Are you sure you want to approve the time selected? (13504,2500) -Save Confirmation
Once the page is saved, the time cannot be "Unapproved” & The Save was successiul
Press OK to Approve or press Cancel to not save the approval.

OK Cancel

e After clicking OK, you will be brought back to the employee’s job for which you just approved time.

e To review timesheets for other employees, click the Return to Approval Summary link to enter new search criteria
OR if your previous search pulled up multiple employees use the Previous Employee and/or Next Employee
buttons at the top of the page.

Approve Payable Time

MNAME Employse D! 00000000

Job Title: Employee Record Number:
== Previous Emplaovee
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Logout:

e Logout and close your browser. It is very important to do this when using shared computers or computer labs.

LTE Supervisor FAQ’s:

e My employee does not come up in the “Approve Payable Time” search. Why not?
O There are 3 reasons this could happen, the employee hasn’t submitted their time, the time admin process
hasn’t run since the time was submitted or corrected, or the time has already been approved.
e D’ve already approved time, but now there is additional time to be approved for my employee. Why?
0 Time admin needs to run after corrections are made to timesheet. This could create the need for additional
approvals. Verify the timesheet and approve as necessary. HR can assist with questions if you have them.
e My employee made a mistake/error on their timesheet. How do I fix it?
O Best practice is to have the employee correct errors. If the employee is unable to correct their own timesheet,
the supervisor may do so. Be sure to discuss the mistake/error with the employee to avoid future problems.
Contact HR for assistance, further training or clarification.

Questions? Need assistance?
Contact HR at 785-8013
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