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Introduction

Welcome to Weber State University’s new automated approval system for employee
time worked called Time Entry Approval.

This manual explains how to use Time Entry Approval. The new program is designed to
run in a web-based environment and is accessible at work or at home through eWeber.

This manual is intended to provide user instructions for all supervisors who weekly are
required to approve the ‘time worked this week’ record created in Leave Tracker by their
non-exempt Classified staff.

Also included at the back of this manual is a list of individuals and their contact
information. If after reading and following this manual you still have questions or need
assistance, please refer to this contact list.



Part I: Accessing the System

Logging into eWeber

To access ‘Time Entry Approval’ you will need to log into eWeber at www.weber.edu by

entering your Wildcat username and password on the University’s home page shown in
the graphic below.

Weber State Universit icrosoft Internet Explorer.

File Edit Vew Favorites Tools Help
eBack M > ) ‘ﬂ @ ;h /.W Search *Favovites v&} L ,". \i] v _J[ ﬁ .‘3

WSUA-Z abcdefghijklmnopgqrstuvwxyz

4 g . :

Wildost Username ‘Password
L
help

EXPLORE WSU

CONSIDERING

EBER?
Become a Student WEBSR "

About WSU

- WSU TODAY
Academic Programs
Students Create ‘Convincing’ Senior Project for UHP
Graduate Studies Eight Weher State University students graduating this spring are putting
2 : . e the finishing touches on a senior project that will teach grade school
Student Life & Services . ! children about the importance of wearing seat belts.
Admissions Environmental Club Plans Earth Day Activities
Weber State University's Environmental Club has planned a week of
BEHS S EVEntE activities to celebrate Earth Day 2008 and focus on ecological issues.
Athletics
Student Projects Improving Health of Community
Give to WSU ' Students in Michelle Snow's Health Promotion and Human
Performance (HPHP) course are learning first hand ahout the health
Map & Directions issues facing residents of inner-city Ogden.
WSU Names 2008 Presidential Distinguished Prof s
oday's Most Popular Physics professor Bradley Carroll and business administration

professor Brian Davis are the 2008 recipients of Wehber State
University's Presidential Distinguished Professors award.

@ Done



http://www.weber.edu/

Logqging into Time Entry Approval

The Time Entry Approval link appears under the WSU Leave Tracker link in the Leave
Reporting channel on the eWeber portal. The Leave Reporting channel is found under
either the ‘Faculty’ tab or the ‘Staff’ tab. You will not need to add the channel.

Just click on the ‘Time Entry Approval’ link which is highlighted in blue. Once accessed,
the link will appear light purple.

(= eWeber - Weber State University - Windows Internet Explorer
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Name: Jennifer B Evans
wi: W00002403 White Pages [BIEE | | Purchasing Card Request DEE
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Home Phone: (801)475-6429
N Lynx Self-Service = i
Marital Status: Married ¥ n ) ) BEx Reporting (Crystal) BEH
Electronic 1098T: No Lynx Self-Service Main Menu When prompted, enter your Wildcat Username and password.
Lynx Self-Service Site Map
Consent to view and print your IRS Form 1098T on-line, Lynx INB https://crystal.weber.edu
rather than receive a paper form. IRS Form 1098T see Tax Credit :
Resources. If you have problems accessing the system, please contact the IT
PeopleTracker BE | | service Desk at 626-7777.
o " Access and manage your Position Descriptions, Performance Review
Tuition Benefits Activator 1= 5 ] and Enrichment Pragram (PREP), and Job Pastings Scheduled Outage Notice: B
online form for activating tuition benefits Reports using the Banner standby database are unavailable from
PREP History 12:00 noon to 1:00pm each day for a data update from production.
These reports will return a status of FAILED if run during this time.
Season Tickets OEeE
@ Reserve vour frae Saasen Tickets When scheduling repm’ts to run after hours, please avoid scheduling v
— them durina the nerind 1:00 am to 4:30 am. These times are used )
& Internet 43 - Hi00wm <




Part Il: Instructions for the Supervisor/Approver

Time Entry Approval Welcome Screen

Once in the Time Entry Approval system you will be presented with the ‘Welcome’
screen as shown below.

ff‘ FLSA - Windows Internet Explorer
M E BN

(S -.\—_) |U https: weber,edu,
File Edt %ew Favorites Tooks Help x Bonage B &
T Favorites | 515 [ windows Live Hatmail From .,
0 FLsa - 8 4
December 29 2010 Help Exit

Select Function v

Welcome Jennifer! Please select from the options above

Weber State University, Ogden, Utah 84408, (801) 828-8000
Copyright ® 2010 All Rights Reserved

The ‘Welcome’ screen will display the current day’s date in the top right hand corner as
well as a ‘Help’ link which brings up this user’s guide and an ‘Exit’ link which takes you

out of the system and closes the window.



Selecting a Function

You may access the screens within the Time Entry Approval system by making a
selection from the ‘Select Function’ drop down box on the top left hand of the screen, as
shown below.

Depending on your security access, you will be presented with a variety of selections.
As a Supervisor/Approver your selections will include:

e Compensatory Time — Allows you to view employee comp time and
convert it to overtime as needed.

e Overtime Approval — After moving compensatory time to be paid out at
Over Time (OT), supervisors must come here to approve the payout of
that OT.

e Verify Work Week — This is where you will view all time worked as
entered by employees. You will approve time worked here and also be
able to edit entries employees have made, move compensatory time to
overtime, and more.

e View Weeks Setup — Shows the work weeks for the year.

All other functions (user maintenance, setup calendar, etc.) are only visible and
accessible by payroll and those with administrator access.

= FLSA - Windows Internet Explorer

L& \:_‘/ |U https weber . edu V| g ‘ R ||+ | x| | A

File Edit ‘View Favorites Tools Help x @ Snagit E S
i Favarites | 5 [ Windows Live Hotmail from ..
0 Flsa -8 =

Select Function v

Select Function
User Maintenance

December 292010 Help Exit

e select from the options above

View Weeks Setup




Verifying the Work Week

The most used function (weekly) is called ‘Verify Work Week.” Select the ‘Verify
Work Week’ function to approve the ‘time worked’ entries of employees. To begin,
select the ‘Verify Work Week’ function from the drop-down menu, as shown below.

= FLSA - Windows Internet Explorer.

[&="17=") : -dew, X . 7 =
ClS, [ https:jiportalanps-ciey websr.edujFL 54/ Default. asps Rerder Teaser=false

V|% B[ |[ | |9 Live sea
X @Snagit ﬁ |ﬂ‘

File Edit View Favorites Tools  Help

i Favorites | < (5 windows Live Hotmal from ..

‘v FLSA |7|

FLSA

 Select Function v
Select Function
User Maintenance
Compensatory Time
COvertime Approval
Payrall Functions
Verify Work Week

Setup Calendar
View Weeks Setup

December 29 2010 Help Exit

e select from the options above

You will then be presented with another drop down box of departments.

/= FLSA - Windows Internet Explorer

6:_} @ [ httpsuijportalopps dov weber.sdu/FLEADefaulk aspRende Teaser=Faksc

| & B[ 42 | | | Live Search
x Esnagt B &

File Edit Wiew Favortes Tools Help

5l Favorites | 55 [ windaws Live Hotmal From ..

_‘ ¥ FLsa ‘ ‘

FLSA

Verify Work Week % J| Select Department... %

December 29 2010 Help Exit

You will only be presented with the departments for which you’ve been given access to
as primary or back-up approver. If you need additional access please see the
Supervisor Approval Access Form included at the end of this manual.

Select the department for which you want to verify time worked, as shown below.



= FLSA - Windows Internet Explorer

g@: L 4 |U https:/iportalapps-dev weber.edu/FLSA/Defaulk, aspx*Render Teaser=Ffalse

Ele Edit Mew Favorites Tools Help ‘x @Snag\t i E‘

DENEY S

i} Favotites | {5 0 windows Live Hotmail From ...

7| 1 FLsa |_|

FLSA

Verify Work Week |+ || Select Department. .. A
Select Department...
31400 - Printing Senices
32500 - Payroll

35000 - Assist VP Human Resources Office

Help Exit

You will now see a third drop down box for selecting the work week you want to
approve.

= FLSA - Windows Internet Explorer,

6\;}' ‘v https: /jportalapps-dev. weber.edu/FLSA(Def aul, aspxfRenderTeaser=false V| % RS IR
Fle Edit View Favortes Tools Help % [Ecnagt B &

{2 Favorites ‘ {5 17 whindows Live Hotmail From ...

|U FLSA |_‘ [

FLSA

Verify Work Week |+ § 35000 - Assist VP Human Resources Office @ f§ Select a Week...

Select the week for which you want to verify time worked, as shown below.

(= FLSA - Windows Internet Explorer

5:—;: - ‘w https:/fportalapps-dey weber edu/FLSA Def ault, asp=?Render Teaser=False

File Edit view Favorites Tools Help |x @Snagit i \g‘l‘

v|& B[ #4] | | |8 Live

57 Favarites ‘ = (5 indaws Live Hatmall fram ...

|v FLSA ‘_|

‘ |

FLSA

Werify Work YWeek [ 32500 - Payraoll ~ | Select a Week. ..
Select a Week. .
12/25/2010 - 12/31/2010
12/18/2010 - 12/24/2010
12/11/2010 - 12/17/2010

December 29 2010 Help Exit

12/04/2010 - 12/10/2010

As the Supervisor/Approver, you will now see a table showing all classified employees

in the department. Each employee is listed in a row of the table with their individual
information for the week shown in columns, which include:




Approve — where you click to ‘approve’ time worked

Done — tells you whether or not the employee is done entering time for the week

W# - employees’ W number

Name — employees’ name

HRS — number of hours worked in the chosen week

HRS YTD — number of hours worked year-to-date

COMP - hours of compensatory time earned/worked in the current week

e COMP AVL - total hours of compensatory time available for employee to use

e OT - hours scheduled to be paid out as overtime from the compensatory total

e Uploaded - tells you whether or not the data for the week has been uploaded
into the system (after approval)

e COMP/OT Agree — lets you know if the OT hours and COMP hours for the week

match-up to the total HRS worked by the employee

= FLSA - Windows Internet Explorer

@\_‘/ < [ hops weber.edu ~[ B ][B[+][x] (22

File Edit View Favorites Tools Help x @Snag\t E (&'

oy Favorites | 3 (5 windows Live Hotmall From ..,

_.U FLSA | & - B =
FLSA

| 1211172010 - 12/17/2010 | December 29 2010 Help Exit

COMP COMP/OT
Approve  Done Name HRS HRSYTD COMP AVL OT Uploaded Agree
View ] Y W00000228 Duck. Daisy 3875 70.75 0 0 0 N Yes
View I | Y W00000748 Duck. Donald 40 40 0 0 0 N Yes
View O Yo W01027634 Mouse. Mickey 40 233 12.75 6.75 @ N Yes
View N V00002083 Mouse. Minnie 0 140 0 (U N Yes
View ] Y W00001116 White, Snow 40 151.75 0 0 0 N Yes

Click the approve box for each employee whose work time for the week is correct and a
green check mark will be placed in the box. (Note — you may only approve an
employee’s record if there is a ‘Y’ in the Done column. If there is an ‘N,’ the employee
has not completed their hours worked entries and submitted them for approval.) See
graphic below.
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{= FLSA - Windows Internet Explorer

m:v |w hitps:)/portalapps-dev webet.edufFLSAJDef aulk aspxPRender Teaser=False v‘ g @ ([ ¢ f;'leeS
Fle Edit Yiew Favortes Tools  Help ‘x Esnage B &

¢ Favorites | ) (50 windows Live Hotmail from ...

_‘BFLSA ‘ ‘ K- o
FLSA

Verify VWork Week v §32500 - Payroll ~ [ 12/11/2010 - 12/17/2010 |+ December 29 2010  Help Exit

COMP COMP/OT
Approve  Done Name HRS HRSYTD COMP AVL OT Uploaded Agree
View Yo \W00000223 Duck, Daisy 3|78 70.75 0 00 N Yes
View Y W00000748 Duck, Donald 40 40 0 00 N Yes
View Y W01027634 Maouse, Mickey 40 233 12.75 1950 0 N Yes
View N YW00002083 Mouse, Minnie 1] 140 0 g0 M Yes
View Yoo W00001116 White. Snow 40 151.75 0 00 N Yes

Time is now approved for those with a checkmark in the box in the Approve column.

Note: There is no submit button and you will not receive a confirmation message.
A check mark in the box means the leave is approved and you are finished. When
boxes in the ‘Approve’ column have a check mark for ALL employees, then
approval for the week is completed.

To remove approval, click on the appropriate approve box and the check mark is then
removed, as shown below.

= FLSA - Windows Internet Explorer

6\:}:' ‘u https: fiportalapps-dey . weber .edufFLSADef aulk, aspx?Render Teaser=false v‘ % @ 3 || % F_'LweSs
Ele Edt “iew Favorites Tools Help |X @Snaglt i ﬁ

¢ Favorites ‘ 5 0 Windows Live Hotmail from ...

_|0FL5A | | - =
FLSA

Verify Work Week % [ 32500 - Payroll ~ 8 12/11/2010 - 12/17/2010 |+ December 29 2010 Help Exit

ComMP COMP/QT
Approve  Done Name HRS HRSYTD COMP AVL OT Uploaded Agree
View Yo \WO00000228 Duck, Daisy 38.75 T0.75 0 0 0 N Yes
View | Yo WO00000748 Duck, Donald 40 40 0 0 0 N Yes
View O Yo W01027634 Mouse, Mickey 40 233 12.75 675 E] N Yes
Wiew il YW00002083 Mouse, Minnie 0 140 1] 1] 0 N Yes
View Yo W00001116 White, Snow 40 151.75 0 0 0 N Yes

Supervisors/Approvers may fix/edit ‘time worked’ entries for employees. Just click the
purple ‘View’ hyperlink to the left of the employee for which you'd like to access the
time-worked. For example, the graphic below shows clicking on the ‘View’ button for
Daisy Duck.
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/= FLSA - Windows Internet Explorer

e |0 hps weber edu v| 3 ||| x| |0
A

Elle Edit ‘iew Favorites Tools Help x @Snagit E fﬂj

i Favorites | 9 1) indaws Live Hotmal from ...

| 9 FLsa | G- B8
FLSA
Verify Wark Week v | 32500 - Payrall ~ | 10/16/2010 - 10/22/2010 |+
Name: Duck. Daisy Approved: Uploaded:
Orgn: 32500 - Payroll .
FTE: 1 Fiscal Year: 2011

Week: 16

Close

Date Hours Leave Comment
Update  SAT 10/16/2010 0.00 0.00
Update  SUN 10/17/2010 0.00 0.00
Update  MON 10/18/2010 0.00 8.00
Update TUE 10/19/2010 4.00 4.00
Update  WED 10/20/2010 8.00 0.00
Update  THU 10/21/2010 8.00 0.00
Update  FRI 10/22/2010 8.00 0.00

Total 28.00 12.00

You are now viewing the ‘Enter Your Time Worked’ screen as Daisy Duck sees it in
Leave Tracker when she enters her time worked. To update or correct an entry just
click on the ‘Update’ link next to the date you’d like to modify. A ‘pop-up’ box will open
with that date and original hours entered. (see below)

657 [ heps weber edu EENEISIENE

File Edit View Favorites Tools  Help x Bsnagt B =

o Favorkes | 5 [ windaws Live Hatmall Fram ..

LS | | B8
Werify Work Week v 832500 - Payroll ~ L 10/16/2010 - 10/22/2010 |+
Name: Duck. Daisy Approved: Uploaded:
Orgn: 32500 - Payroll :
FTE: 1 Fiscal Year: 2011
Week: 18
Date: 10/16/2010
Hours: 000
Update  SAT New Hrs: [ ]
LTiEE  EU Minutes: I:I
Update  MON
Update TUE Enter a comment: |
Update  WED
Update  THU
Update  FRI

Total 28.00 12.00
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You may now modify the original ‘time worked’ entry by entering in the correct hours
and minutes worked. (Note: Enter both hours and minutes) Since you are modifying a
record, you must leave a comment. (see below)

Date: 101672010
Hours: 0.00

Mew Hrs: 2

MMinutes: 10

Enter a comment: |Came in to run payroll

[ Submit ” Cancel ]

Hit submit and the pop-up box closes, bringing you back to the original view of the ‘time worked’
for the employee. You will see the time worked for the day you selected now shows the
corrected time entered.

@.;—;v 0 hps f—— v[8][B][4][x

File Edt view Favorites Tools Help x Eoneat B =

o Favarites | 5 0 windows Live Hatmail from ...

| Orsa . -

IVerlfy Waork Week VI3QEUU - Payroll VI 10/16/2010 - 10/22/2010 V_iaﬂil

Name: Duck, Daisy Approved: Uploaded:
Orgn: 32500 - Payroll .
ETE: 1 Fiscal Year: 2011
Week: 16
Date Hours Leave Comment
Update  SAT 10/16/2010 217 0.00  Came in to run payroll
Update  SUN 10/17/2010 0.00 0.00
Update  MON 10/18/2010 0.00 8.00
Update TUE 10/19/2010 4.00 4.00
Update  WED 10/20/2010 8.00 0.00
Update  THU 10/21/2010 8.00 0.00
Update  FRI 10/22/2010 3.00 0.00

Total 3017 12.00

When you are finished modifying entries, just click on the ‘Close’ button to be taken
back to the ‘Verify Work Week’ screen as shown below



/= FLSA - Windows Internet Explorer

6\?:{1 - |u https: j/partalapps-dev.weber edufFLSA/Default. asp?Render Teaser=False V‘ & @ 2| % f;' Live Se
Ele Edt Vew Favortes Took Help ‘ x Eonage B =
¢ Favorites | 5 (5 windows Live Hotmail from ..
| 0 FLsa |_| B-8 =
Werify Work Week % [ 32500 - Payroll ~ 0 1211/2010 - 12/17/2010 » December 29 2010 Help Exit
comp COMP/OT
Approve  Done Name HRS HRS ¥TD COMP AVL OT Uploaded Agree
View O Y W00000228 Duck, Daisy 38.75 70.75 0 0 0 N Yes
View | Y W00000745 Duck, Donald 40 40 0 0 0 N Yes
View L] Y o W01027634 Mouse. Mickey 40 233 12.75 6.75 @ N Yes
View M Woo002033 IMouse, Minnie 0 140 0 0 0 M Yes
View O Yo WO00001118 White. Snow 40 151.75 0 0 0 i Yes

Reminder: The supervisor/approver can only approve the records of those
employees who have a ‘Y’ in the Done column. All employees must complete and
submit their time before it can be approved. If the Supervisor modifies a record,
the employee must re-submit the record for approval.

In the above graphic the supervisor/approver would only be able to approve the time of
four out of five employees.



Compensatory Time

All compensatory time is now contingent on the ‘time worked’ hours entered weekly
by the employee. If the employee works over 40 hours a week, the system will
convert the extra hours above 40 into compensatory time at time and a half.
Supervisors no longer have the ability to enter compensatory time in Leave Tracker.

The new ‘Compensatory Time’ screen in this system allows the supervisor/approver

the ability to total comp hours for each employee and convert to overtime pay, if
needed.

To view compensatory time of employees the supervisor/approver selects
‘Compensatory Time’ from the drop down of menu, as shown below.

(= FLSA - Windows Internet Explorer

-\.:_:-:' |U https: weher.edu, v| QJ E *2|[x [

File Edit Yiew Favorites Tools Help x @Snagit E tﬂ]

i Faverites | 55 ) windows Live Hatmal fram ..

7,0 FLSA | - B
FLSA

Compensatory Time + || Select Department.. Help Exit

Select Function
User Maintenance

Setup Calendar
View Weeks Setup

Another drop-down menu will appear, again asking for a department. Select the
department from the list.
@; v [0 hips weber edu oA & | (B[4 [x

File Edit ‘iew Favorites Tools Help (B2 snagtt E =4

7l Favarites | 55 [ windows Live Hotmall from ..

_‘ﬂ' FLSA | [
FLSA

Compensatory Time % | Select Department. .. v
Select Department
31400 - Printing Serices

Help Exit

35000 - Assist VP Human Resources Office
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A third drop-down box will appear asking you to select the employee for which you’d like
to view compensatory time. Select the employee from the list, as shown below.

/= FLSA - Windows Internet Explorer,
E_:.v |U https weher.edu v‘ gj B[ 4| x| & :

File Edit View Favortes Tools Help x @Snagit E Ef

oy Favorites | 55 15 Windows Live Hotmall fram ...

JUFLSA | G- 8 =
FLSA

| Select an employes. .. %
Select an employee. ..
Mouse, Mickey

Compensatory Time 8 32500 - Payroll

December 292010 Help Exit

Once an employee is selected you will be able to view all compensatory time entries for
the employee. Any comp time previously entered through the comp screen in Leave
Tracker will be shown in this new system, plus any comp time earned by the employee
through entering their ‘time worked’ for the week, above 40 hours. See below.

= FLSA - Windows Internet Explorer
;.' |ﬂ https: weber edu v| gJ B |42 X IE

Ele Edit \Wiew Favorites Tools Help x @Snagit E rﬂJ

i Favorites | 52 (5 windows Live Hotmal from ..

_.UFLSA ‘ -8 =
FLSA

Compensatory Time |+ [ 32500 - Payroll ~ | Mouse, Mickey December 29 2010 Help Exit

Name: Mouse, Mickey

Comp HRS: 675

Move to OT: l:l

B;ﬁﬁr:gg Taken Description Activity Date User
0.00 000 Leave data inserted since Employee's Leave Category changed 6/10/2009 12:00:00 AM BVANCLEAVE
450 000 45COMP hours added / Late PAR's 10/7/2010 12:00:00 AM lallen1
450 450 1045 11/10/2010 12:00:00 AM ldeboer
6.50 450 2 COMP hours added for week 2011- 46 11/30/2010 12:00:00 AM  jevans3
1125 450 675 COMP hours added for week 2011- 49 12/29/2010 12:00:00 AM jevans3
2400 450 1275 COMP hours added for week 2011- 50 12/29/2010 12:00:00 AM  jevans3

The description column gives an explanation for hours received and any that were
converted to overtime pay. All hours show the date when they were earned/added to
the system.

The supervisor may use this screen to convert any earned comp time to overtime to be
paid at time and a half. Total comp hours available is shown at the top of the screen
under the employee’s name next to ‘Comp HRS.” The supervisor/approver can enter
hours, up to the total Comp HRS in the ‘Move to OT’ box in order to convert them to
overtime and be paid out. In the example below, the supervisor is going to convert 2.5
of the available 5.8 comp hours into overtime.
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(= FLSA - Windows Internet Explorer

6:—} - ‘v https://portalapps-dev weber edu/FLEA/Delault asperRender Teaser = alse "‘ & YRR
Ele Edit View Favorites Tools Help | % [ snagt i =)

i Favorites ‘ Y (5 wiindows Live Hotmail from ..

7| 1 FLsa _| & -
FLSA

Compensatory Time % § 32500 - Payroll

Name: Duck, Daisy
Comp HRS: 5350

Move to OT:

Begining
Balance
350 0.00 3.5 COMP hours added
7.00 0.00 3.5 COMP hours added
9.30 000 23 COMP hours added
12.80 0.00 3.5 COMP hours added
13.80 0.00  5comp hrs converted to 5 OT hrs
§.80 0.00 5comp hrs converted to 5 OT hrs
5.80 0.00 3 COMP hours added for week 2011- 14

Taken Description

« | Duck. Daisy hd

Activity Date

10/5/2010 12:00:00 AM
10/5/2010 12:00-:00 Al
10/5/2010 12:00-:00 AM
10/5/2010 12:00:00 AM
10/7/2010 12:00:00 AM
10/7/2010 12:00:00 Al
10/8/2010 12:00:00 AM

Hitting the submit button finalizes the entry and adds it as a line item on the record. You
can now see a record at the bottom of the screen showing that 2.5 hours of comp were

converted to OT.

= FLSA - Windows Internet Explorer.

FLSA

5\:;#' |° https: /fportalapps-dev, weberedu/FLSA/Def ault, aspxPRender Teaser=false "| & B #2] %
File Edit View Favorites Tools Help | x @Snagit i m“

T:‘? Favorites | ﬁ 'ﬁ ‘Windows Live Hotmail from ...

| @ Fsa _| -

Compensatory Time % § 32500 - Payroll

Name: Duck, Daisy
Comp HRS: 330

lMove to OT: I:I

Begining
Balance
3.80 0.00 3.5 COMP hours added
7.00 0.00 3.5 COMP hours added
9.30 0.00 2.3 COMP hours added
12.80 0.00 3.5 COMP hours added
13.50 0.00 5 comp hrs converted to 5§ OT hrs
5.80 0.00 5 comp hrs converted to 5 OT hrs
5.80 0.00 3 COMP hours added for week 2011- 14
3.30 0.00 2.5 comp hrs converted to 2.5 OT hrs

Taken Description

+ P Duck. Daisy v

Activity Date

10/6/2010 12:00:00 AM
10/6/2010 12:00:00 AM
10/6/2010 12:00:00 AM
10/6/2010 12:00:00 AM
10/7/2010 12:00:00 AM
10/7/2010 12:00:00 AM
10/8/2010 12:00:00 AM
10/25/2010 12:00-:00 AM

Note: Comp time converted to OT still needs to be approved in the system.
Supervisors/approvers must go to the ‘Overtime approval’ function and approve
OT converted from Comp. (see next section)

17



Overtime Approval

This function allows the supervisor/approver to submit OT to be paid. When comp time
is converted to OT it needs to be approved through the ‘overtime approval’ screen.

From the function drop-down menu select the ‘Overtime Approval’ option, as shown
below.

(= FLSA - Windows Internet Explorer

@.\—_/«: - |U hittps weber.edu v| BJ B[+ X
File Edit Wew Favorites Tools Help x @5nag'f H m‘

o Favarites | 55 [ windaws Live Hatral Fram ..,

|0 Fse | | -
FLSA

Select Function v
Select Function
User Maintenance

Compensatory Time
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Overtime hours for any of the employees in the department will be shown. In this
example there is only one employee with overtime hours to be approved. You can see
three separate instances where comp time was converted to OT. You can see the 2.5
hours from the example in the previous section, as well as two additional entries.
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Approve Name Orgn Overtime COMP Avail Comment
O Mo 201114 00002083 Duck. Daisy 32500 1.00 000 test
" | N Conv W00002083 Duck. Daisy 32500 2.50 0.00
O N Conv 00002083 Duck. Daisy 32500 5.00 0.00

To approve overtime so it will be paid out at time and a half the supervisor/approver
clicks on the box in the ‘Approve’ column to put a checkmark in the box. (see below)
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Yo 201114 00002083 Duck, Daisy 32500 1.00 000 test
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Overtime is now approved for those with a checkmark in the box in the Approve column.

Note: Thereis no submit button and you will not receive a confirmation message.
A check mark in the box means the overtime is approved and you are finished.

There is a second way to convert and approve overtime payout. It is done within the
‘Verify Work Week’ screen and is only available for those employees who have earned
compensatory time in the current week.

To convert compensatory time earned in a previous week the supervisor/approver must
go through the ‘Compensatory Time’ screen as shown above. When the compensatory
hours are earned in the current week to be approved the supervisor/approver has the
option of an ‘OT’ box. Look below at the example of Mickey Mouse.
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You can tell by Mickey’s record that he worked 50 hours this week. There are 40 hours
in the HRS column and 15 hours in the COMP column. (10 hours of comp at time and a
half = 15). Those 15 hours are available to the supervisor/approver to pay out as
overtime, if desired. To confirm the hours you can click on the ‘View’ button next to
Mickey Mouse’s record. It will display his ‘time worked’ by day for the week. (see
below).
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Name: Wouse, Mickey Approved: 10/25/2010 Uploaded:
Orgn: 32500 - Payroll
FTE: 1 Fiscal Year: 2011
Week: 16
Date Hours Leave Comment
SAT 10/16/2010 0.00 0.00
SUN 10/17/2010 0.00 0.00
MOM 10/18/2010 10.00 0.00
TUE 10/19/2010 10.00 0.00
WED 10/20/2010 10.00 0.00
THU 10/21/2010 10.00 0.00
FRI 10/22/2010 10.00 0.00
Total 50.00 0.00

To get back to the ‘Verify Work Week’ screen to pay out OT, just click the ‘Close’ button.

To pay out overtime the supervisor/approver clicks on the box in the OT column. A pop-
up box will appear as shown below.
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View N W0000 COMERvall Il 0 0 N
Amt To
View O Yo W0102 Comvert 0 [0] N
View O Y W000o Pay out 5 hours, no time to ‘ 0 0 N
Comment: | -
use ccrrpl

Enter the amount to convert in the box, as shown. Here the supervisor/approver is
wanting to pay out 5 hours and leave 10 as comp.
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Employee: Mouse, Mickey
COMP Avail: 15

AmtTo c
Convert:
Fay out cause no time to use
Comment:
c:r:rr.pl

Add OT || Cancel |

The supervisor/approver must enter a comment. Then click the ‘Add OT’ button to

finish. You can now see in the graphic below that the OT box has 5 hours in it and the
Comp has been reduced to 10.
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The overtime will now be approved and paid out when the supervisor/approver does the
approval of weekly time worked entries by clicking on and making a check in the
‘Approve’ column, as shown below.
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Viewing Weeks

This function allows the supervisor/approver the ability to view the work week schedule
for the current year. From the drop-down menu select the ‘View Weeks Set-up’

function.
/2 FLSA - Windows Internet Explorer
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Weber State University, Ogden, Utah 84408, (301) 526-5000
Cepyright © 2010 All Rights Reserved.

You will then be presented with a second drop-down. Select the year from the drop-
down menu.
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You are now able to view the scheduled week during the year for which ‘time worked’
will need to be approved. See below.
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Week  Date Range
07/03/2010 - 07/09/2010
2 07/10/2010 - 07/16/2010
3 071712010 - 07/23/2010
4 07/24/2010 - 07/30/2010
5 07/31/2010 - 08/06/2010
6
7
8
9

08/07/2010 - 08/13/2010
08/14/2010 - 08/20/2010
08/21/2010 - 08/27/2010
08/28/2010 - 09/03/2010
10 09/04/2010 - 09/10/2010

11 08/11/2010 - 09/17/2010
12 09/13/2010 - 09/24/2010
13 09/25/2010 - 10/01/2010

14 10/02/2010 - 10/08/2010
15 10/09/2010 - 10/15/2010
16 10/16/2010 - 10/22/2010

7 10/23/2010 - 10/29/2010
18 10/30/2010 - 11/05/2010
19 11/06/2010 - 11/12/2010

20 11/13/2010 - 11/19/2010
21 11/20/2010 - 11/26/2010
27 4412712040 - 121029040

Dane
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Email Reminders

The system will generate automatic email reminders which will be sent to your
GroupWise email account. For example: the emails may remind you to verify time
worked for the current week. Currently there are six different types of emails you
may receive from the system.

1. Employee Reminder — sent to employees at the end of each week.

Example: Have you entered your ‘Time Worked’ for this week yet? Please log into the WSU portal,
go to the ‘Enter Time Worked’ screen in WSU Leave Tracker, and enter your hours worked. Your
supervisor needs to verify your time and can’t do that until you have entered and submitted your time.

If you have any questions about how to enter your hours worked, please contact Payroll or refer to
the user’s guide.

2. Supervisor/Approver Reminder — sent to supervisors/approvers at the end of
each week.

Example: It's that time again to approve the ‘Time Worked’ your employees have entered into Leave
Tracker. Please log into the portal and go to the Leave Reporting channel, Time Entry Approval
option.

If you have any questions about how to approve your employee’s hours worked, please contact
Payroll or refer to the user’s guide.

3. Time Worked Record Change — sent to employees when the supervisor/approver
makes an edit to an employee’s time worked entry.

Example: Your supervisor has made a change to your “Enter Time Worked” record. You can see the
changes that were made by logging into the WSU portal and looking at your record (your supervisor
will have commented on the reason for the change). Because the record has been changed, you will
need to review it; and resubmit the time. If you feel the entry was made in error, please contact your
supervisor for clarification.

4. 32 Hours Reached- sent to the supervisor/approver when an employee reaches
32 hours and has more than one day left in the work week. WSU’s work week
runs Saturday at 12:01 am to Friday at 11:59 pm. Some employees work
weekends. This email will be run on Tuesday, Wednesday and Thursday nights.

Example: This email is being sent to let you know that an employee you supervise has already
completed 32 hours of work in this work week. If this pattern continues, s/he may be into overtime
before the week ends. You can review the hours worked by logging into the WSU portal, going to the
Leave Reporting Channel, Time Entry Approval option. On that screen you will be able to see the
entries made for each day worked.

If you have any questions about how to approve your employee’s hours worked, please contact
Payroll or refer to the user’s guide.

5. Nearing 90 Comp Hours — sent to the supervisor/approver when an employee
reaches a bank of 70 comp hours. This is to remind the supervisor that the
employees is nearing the maximum of 90 hours.
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Example: This notice is being sent to let you know that an employee you supervise is nearing the
limit for accrued comp time. The policy states that once an employee’s comp time balance exceeds
90 hours, the University will pay the excess hours in the following pay period. This notice is
generated at 70 hours for two reasons: 1) to make you aware that an employee is nearing the
maximum hours of comp time that can accrue before overtime pay will be processed, and 2) to allow
you and your employee a chance to schedule some time off so overtime pay won'’t be necessary.

If you have questions about this policy, please refer to PPM 3-2a.
6. Overtime Notification — sent to the next-level supervisor to notify them an

employee is over 90 hours of comp time and the excess will be paid out in
overtime on the next pay period.

Example: An employee you supervise has accrued comp time hours in excess of 90 hours (60 hours
times 1.5). As per PPM 3-2a, any hours in excess of 90 hours are processed for overtime pay in the
next pay period. Payroll has been notified and will take the necessary steps to comply with the policy
and the employee will receive overtime compensation on their next pay check.

If you have questions about this policy, please refer to PPM 3-2a.

Here is an example of what an email may look like:

=5 Mail From: "Automated Message - Do not reply” <payrolleweber.edu= g@@|

File Edit Yew Actions Tools Accounts Window Help

3 Coss 457 Rephy (glui Reply &l oy Forward = f. E, | ‘
Mail Propetties | Message Source || Discussion Thread
From: "automated Message - Do not reply” <payrol@weber, edu s 11182010 9;32:31 AM

To: Bryce BAREER; Lisa Allen; Skephen Guzzetk
Subject: OT Motification

& supervisor in your area has approved overtime pay for one of their employvees, To complete this process we need

For wou or your designee bo log in o Leave Tracker, Time Entry Approwval, and approve the over time, by clicking the
bukton,

If wou have wou any queskions about this process, please refer to the Time Entry Approval manual, or conkack Payrall,
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Part Ill: Supervisor Approval Access Form

The following Supervisor Approval Access Request Form must be completed by all parties and
submitted to Payroll in order to obtain Supervisor/Approver access to the Time Entry Approval

system.

Every organization on campus must have a primary and back-up Approver designated.
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WEBER STATE UNIVERSITY

NON-EXEMPT STAFF TIME ENTRY
SUPERVISOR APPROVAL ACCESS REQUEST FORM

Organization Code Organization / Department Name:

(5 digit)

Note: Both a Primary and Back-up Approver are required.

W Number Name (Please Print) Ext.

Primary
Approver

Back-up
Approver

. Approvers are given access to both edit employee hours worked and/or approve employee hours worked.

Department Heads are given full access to their employees’ attendance records.

The Supervisors above request access privileges to the Non-Exempt Staff Time Entry system for the department(s)
listed and understand that all information on this system is private. There are significant penalties for inappropriate
release of private information to anyone not having a legitimate business reason to know.

Approvers will follow the established Weber State University processes to verify employee hours worked each week
no later than 10:00 a.m. the following Monday.

Primary Approver Signature Back-up Approver Signature

Payroll Office Use Only

APPROVAL SIGNATURE
Date Access Given:

Department Head By Whom:

Date Date Employee(s) Notified:

RETURN TO PAYROLL, MC 1021 or FAX to ext. 7648



Part IV: FAOs

Who Should | Call with Questions or Concerns?

We have tried to include instructions in this manual for most possible scenarios a supervisor or
approver may encounter when using Time Entry Approval. If you have further questions or
need assistance, please use the contact list below.

Lorinda DeBoer 626-6736 l[deboer@weber.edu Payroll / Time Approvers
Lisa Allen 626-6602 bread@weber.edu  Payroll
Jennifer Evans 626-8534 jevans3@weber.edu Training

How do | Print from Time Entry Approval?

At any point during your use of Time Entry Approval, you may print the screen you are viewing.
Printing a screen in Time Entry Approval is the same as printing from any website. However,
you will want to make sure you are printing in a ‘landscape’ orientation so what is displayed on
your computer screen will fit on the printed page.

To change your printing orientation to ‘landscape,’ do the following:
1. From your Internet Explorer toolbar at the top of the screen, select ‘File.’
2. Next, select ‘Page Setup.’
3. Choose the ‘Landscape’ orientation by clicking on the appropriate radio button and then
hit OK.

To print the screen you are viewing you may either go to ‘File’ and then ‘Print’ from the main
toolbar, or just click on the printer icon on the standard buttons toolbar.

Administrative Services

For questions about this manual call:

Jennifer Evans

gorkplac (801) 626-8534
“ < jevans3@weber.edu
S [CIY
6 Ly- a8
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