Approver Time Entry

When you go into SSB, click on Time Sheet.
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Time Sheet
Submit time sheet for student and hourly workers,
Leave Report
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Benefits and Deductions
Retirement, health, flexible spending, miscellanecus, Benefit Statement.

Pay Information
Direct deposit allocation, earnings and deductions histary, or pay stibs,

Tax Forms
W4 infermation and W2 Form

Jobs Summary

Leave Balances

Campus Directory

Effort Certification

Public Access Election (Release of Personal Information)
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Make sure the radio button next to Approve or Acknowledge Time is selected. Then click on “Select”.
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Time Reporting Selection

¥ Select a name from the pull-down list to act as a proxy or select the check box to act as a Superuser.

Selection Criteria

Access my Time Sheet:
Access my Leave Report: O
Access my Leave Request: )
Approve or Acknowledge Time: &

Approve All Departments: O
Act as Proxy: Self u
Act as Superuser: O
Select —

Proxy Set Up
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Approver Time Entry

Click on the name of the employee whose time sheet you want to approve.
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Department Summary

¥ Select the employee’s name to access additional detalls,

COA: L, Lamar university
Department: CHNRXT, Chemical Eng Rafael X Tadmor
Pay ID: BW, Bi-Weekly Payroll

Pay Period: Jul 01, 2017 to Jul 14, 2017

Act as Proxy: Not Applicable

Pay Period Time Entry Status: Open until Jul 17, 2017, 10:00 AM

| change Selection | | Select All, Approve or FY1 || Reset |[ Save |
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1D Name, Position and Title Required Action [Total Hours [Total Units |Queue Status [Approve or FYI |[Return for Correction |Cancel |Other Information
Carlos Alberto Caballero Coneo verride 37.50 .00 m] [m] Change Time Record
495101 - 04 Comments
jent Assistant Leave Balance

Pay Event Transactions

Action required by all approvers: o
Time or Leave Transactions Approved or FYI: 4]
Time or Leave Transactions Awaiting Approval or FYI: 1
Total: 1
Total Hours: 37.50
Total Units: .00
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Review the time listed. If everything is okay, click on “Approve.” If you have questions, then if it is before
the 11:59 pm Sunday submission time, click on “Return for Correction” and send Carlos an email to tell

him you have done so.
If it is after the submission deadline of 11:59 pm Sunday, you will need to click on “Change Record” and

make the necessary changes. Put a comment in the comment field to document your changes. Also, email
Carlos to let him know about the changes you made and the reason for doing so. Then you can approve it.
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Employee Details
¥ Select Next or Previous to access another employee.
Employee LD and Name: L20267178 Carles Alberto Caballero Coneo Department and Description: L CHNRXT Chemical Eng Rafael X Tadmar
Title: 49510104 Student Assistant Transaction Status: Pending
Q| Approve || Return for Correction || Change Recerd || Delete || add
Comments | Routing Queue | Account Distribution
Time Sheet
Earnings |Shift|5pecial|Total [Tatal [Saturday ,[Sunday , [Monday , Tay [W Jay,[Thursday ,[Friday , [5aturday ,[Sunday ,[Monday , Tay .[W day[Thursday ,[Friday ,
Rate its | Jul 01, Jul 02, ul 03, |Jul 04,  [Jul 05, [Jul 06, Jul 07, Jul 08, Jul 09, Jul 10, Pul1l, ul 12, Jul 13, [Jul 14,
2017 2017 2017 2017 2017 2017 2017|3017 2017 2017 2017 2017 2017 2017
Undergrad |1 37.5 5 & 2 2 2| 5| 2 2| 3.5| 3.5 3.5
Student
BW Payroll
Total Hours: 37.5 ) | 2| B 2| E 2| 2| 3.5) 3.5 3.5
Total Units: 0f
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