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Timesheet Approval Process
Once you've logged in to Banner Employee Self Service, you will see a page simular to the following
page.

(Note, the employee picture may eventually be activated in production, but may still be missing for
some individuals that do not have a picture on file. The information pertaining to the employee picture
has been removed).

1. Under “My Activities” (on the right had side of the page), you should see a list of options. Click on

“Approve Time” (1).

. - [ | ] [ |
§ iSupport Logout X | [ signin X + Logout successful - CAS-Ce X | g Software Services - Project- - X @ Employee Dashboard X + , -

< C 0 @ httpsy//stgxeapps.okstate.edu:8060/Em ployeeSelfService/ssb/hrDashboard#/hrDashboard R aa % H| a

@ ellucian Oklahoma State University &% 4 Abbotr, Tommie].

Employee Dashboard
Employee Dashboard

Abbott, Tommie J. Leave Balances as of 04/22/2019
m Annusl Leave in hours 301.34 Sick Leave in hours 1,600.00 Extended Sick Leave (TRS Only) 70077
in hours
N
W Eull Leave Balance Information
]
Pay Information ~ 4 o
v #° My Activities
o Latest Pay Stub: 01/31/2019 All Pay Stubs Direct Deposit Infermation Deductions History
Enter Leave Report
Earnings v
" Approve Time
Benefits v Approve Leave Report
Approve Leave Request
Taxes v
Electronic Personnel Acfion Forms (EPAF)
Employee Summary v
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The next page shows the approver a lot of information.

el@‘ﬂ https://employeeselfservice.okstate.edu:8063/EmployeeSelfService, O ~ @& O ” w Softwar..‘| @ QSUA... B Introdu... @ Oklaho...
ellucian. Oklahoma State University ¥ &  Abbott, Tommie J.
Employee Dashboard « Time Entry Approvals
) 4s Proxy Super User ||y Reports
| Approvals - Timesheet
Approvals Leave Report
Timesheet v ‘ All Departments v 04/07/2019 - 04/20/2019 (2019 B 9) A All Status except Not Started v ‘ | Enter ID/Name
- . | Q
Distribution Status Report - Timesheet -~
04/07/2019 - 04/20/2019 (2019B 9) ~
03/24/2019 - 04/06/2019 (2019 E 8)
03/10/2019 - 03/23/2019 (2019 B 7)
02/24/2019 - 03/09/2019 (2019 |B 6)
v
q . N 2019 (201918 5)
o ] 1] 0 a o a
Tending  Pending I Tn Progress  Retumed Error Tending— Approved  Completed
the Queue Appraved
Pending 0 N
f Pending - In the Queue 0 w
InProgress 5 o~
Employee Name s ID { Organization < Hours/Units =
Gollapudi, Praveen Kumar A20173003 X-100117, Software Services 70.75 Hours @ E
Application Dvlpr, AS9587-00
| Moore, DylanP. A11524600 X-100117, Software Services 65.25 Hours () :
TECH/PRO SVCS SPECIALIST, 535125-00
| Nicholas, Garrett S. A11778168 X-100117, Software Services 77.50 Hours OX ] :
App Dvlpr, 533413-00
l Kelley, Dakota R. A11409564 ¥-100117, Software Services 80.00 Hours 0 :

e You can click on any of the drop down arrows to see what options are available (1).

e The current pay period is automatically displayed. To approve time for the previous pay period,
click on the drop down arrow in the “Pay Period” box (2), and click on the pay period you want
to work with (3).

e The number of Employees who have opened their timesheets, but have not yet submitted their
timesheet for approval will show as “In Progress” (4).
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The number of Employees, who have submitted their timesheets to be approved, will show as “Pending”

(1).

e@‘@ hitps://stgxeapps.okstate.edw:8060/EmployeeSelfService/ssh/timeE O ~ @ ¢ ” @ Saftw... | @ Ti... B Introd...| & OSU ...
@ ellucian Oklahoma State University %% (4 Abbott, Tommie J.
Employee Dashboard « Time Entry Approvals
. % Proxy Super User || Reports
Approvals - Timesheet 2
Approvals Leave Report
Timesheet v All Departments v l i 04/07/2019 - 04/20/2019 (2019 B 9) v l i All Status except Not Started v l | Enter ID/Name
Distribution Status Report - Timesheet A
(|
| 2
[ 0 0 0 [ 0 0
Pendng  Pending-T1 TnProgress  Retumed Trror Tending - PRroved Gmpleted
tha Queue Approved
Pending 2 -~
Employee Name - 1D < Organization < Hours/Units o
Kelley, Dakota R. A11400564 ¥-100117, Software Services 2.00 Units O] e, H
LG
TECH/PRO SVICS SPECIALIST, 534259-00
Moore, Dylan P. A11524600 ¥-100117, Software Services 7 Comments ;
TECH/PRO SVCS SPECIALIST, 535125-00
Pending On 04/09/2019 = 09:47 AM
Pending - In the Queue 0 Comment: Card Swipe Timesheert "
In Progress 0 4
(| v
Returned 0
Error 0 s
Pending - Approved 0 e

Clicking on the highlighted Exclamation Point icon (2), will show you the Timesheet Comments.

Clicking on an employee’s name (3) causes the Preview box pop up as shown below.
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To see individual days, click on Details (1).

iy iSupport Logout x | O signin x | . Logoutsuccessful- CAS—C X | E Software Senvices - Project - X @ Time Entry

« > C 0 & https://: k edu:8060/EmployeeSelfService/ssb/timeEntry#/teApp/approvals

Preview
A11524500 - Moore, Dylan P.

TECH/PRO SVCS SPECIALIST, 535125-00, X, 100117, Software Servi
ces

Pay Period: 04/07/2019 - 04/20/2019 4.00 Hours

Submitted On: 04/09/2018, 09:47 AM
Earning Distribution
Earn Code

Regular Hourly Pay 1

Pay Qvertime
Indicator

Total Hours
Total Units
Weekly Summary

Total Hours

Return for correction
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Click on the calendar day of the pay period that you want to view in detail (1). You will see all Earnings
Codes that the employee has reported time against for that day (2).

To edit existing time, click on the pencil on the righthand side of the page (3).

= -

Q iSupport Logout X | [3 SignIn X | + Logout successful - CAS - Cer X | g Software Services - Project -+ X

c O

@ Time Entry

8@ https://stgxeapps.okstate.edu:8060/EmployeeSelfService/ssb/timeEntry#/teApp/timesheet/calendar/421249

@ ellucian Oklahoma State University % 41 Abbot, Tommie .

Employee Dashboard « Time Entry Approvals « TECH/PRO SVCS SPECIALIST, 535125-00, X, 100117, Software Services, Rate: $22.090000

A11524600-Moore, Dylan P., TECH/PRO SVCS SPECIALIST, 535125-00, X, 100117, Software Services, Rate: $22.090000 D Leave Balances

- . ours / 2. nits (i) = Pendin, ubmitted On , 09:
04/07/2019 - 04/20/2019 8.00H /2.00 Unit: i ! g Submitted On 04/09/2019, 09:47 AM
SUNDAY

MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY SATURDAY

7 8 9 10 11 12 13
800 Hours / 1.00 Units

(3 Add Earn Code

Regular Hourly Pay () 08:00 AM - 12:00 PM | 4.00Hours (2 Comment | Shift 1: 4.00 Hours Vd ©

Total: 4.00 Hours ccount Distribution

Pay Overtime Indicator  Shift 1 ©1.00 Units /s 0

Total: 1.00 Units Account Distribution

Earn Code

Select Earn Code v

Exit Page Cance Save Preview
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To adjust existing worked time, click on either the In Time (1) or Out Time box (2) and select the
appropriate time from the drop down box, or you can enter the time directly into the box(es). Time
format is Hour:Minutes (space) AM or PM (for example 11:15 AM). Enter a comment for each box being
adjusted (3 & 4). Once you are satisfied with the adjusted time, click on the Save button (5).

y -

Q iSupport Logout

cC 0O

x | [@ Signln x | . Logout successful - CAS-Cel X | 9 Software Services - Project -+ X

8 https://stgxeapps.okstate.edu:8060/EmployesSelfService/ssb/timeEntry#/teApp ftimesheet/calendar/421249
@ ellucian

Employee Dashboard « Time Entry Approvals

A11524600-Moore, Dylan P., TECH/PRO SVCS SPECIALIST, 535125-00, X, 100117, Software Services, Rate: $22.090000

04/07/2019 - 04/20/2019

8.25 Hours / 2,00 Units (i) &'

@ Time Entry

TECH/PRO SVCS SPECIALIST, 535125-00, X, 100117, Software Services, Rate: $22.090000

Oklahoma State University 3% & Abbott, Tommie |.

D Leave Balances

Fending Submitted On 04/09/2019, 09:47 AM

Exit Page

SUNDAY MONDAY TUESDAY WEDMESDAY THURSDAY FRIDAY SATURDAY
7 9 10 M 12 13
8.25 Hours / 1.00 Units )
W () Add Earn Code
Earn Code In Time Comment Qut Time Comment Hours
Regular Hourly Pay @ | testing ra | 12:00 PM @ | | testing 2 v 425
| : :
1 0830 AM -
| 00 AM (%) Add More Time
]
08:00 AM
0830 AM Total: 4.25 Hours Account Distribution
"
09:00 AM
09:30 AM = ~
Pay Overtime Indicator 5hift 1 ©1.00 Units 10:00 AM / | =
n 10:30 AM
11:00 AM Total: 1.00 Units Account Distribution
11:30 AM
N 12:00 P &~
N
-
N

Cance Save Preview




Oklahoma State University 9

To add time against another Earnings Code, click on the Add Earn Code line (1). You will see a new line
appear requesting that you Select Earn Code (2). Click on the arrow in the box and select an Earnings
Code from the drop down list (3).

- ==

Q iSupport Logout X | [@ Signln X . Logout successful - CAS-Cel X | a Software Services - Project -+ X @ Time Entry X

&« C Q @ https://stgxeapps.okstate.edu:3060/EmployeeSelfService/ssb/timeEntry#/teApp/timesheet/calendar/421249

@ ellucian Oklahoma State University % (g  Abborr, Tommie ].

Employee Dashboard Time Entry Approvals TECH/PRO SWCS SPECIALIST, 535125-00, X, 100117, Software Services, Rate: $22 090000

A11524600-Moore, Dylan P., TECH/PRO SVCS SPECIALIST, 535125-00, X, 100117, Software Services, Rate: $22.090000 iR

04/07/2019 - 04/20/2019 8.25 Hours / 2.00 Units [D ‘;_',' Fending Submitted On 04/09/2019, 09:47 AM
SUNDAY MONDAY TUESDAY WEDMNESDAY THURSDAY FRIDAY SATURDAY

7 9 10 M 12 13
825 Hours / 1.00 Units

W @ Add Earn Code
Earn Code In Time Comment Qut Time Comment Hours
Regular Hourly Pay e | testing / | 12:00 PM ® | | testing 2 A s
N )L L ) )
() Add More Time
]
Total: 4.25 Hours Account Distribution
4
Pay indicator  Shift 1 ©)1.00 Units S 0O e
]
Total: 1.00 Units | Account Distribution
N
|
Earn Code
Select Earn Code ~
N
-
N Regular Hourly Pay
Compensatory Leave Taken
Annual Leave
| Sick Leave
-
D

Exit Page Cance save Preview
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Next you will be asked to enter time for the new EC. Enter the Start and End Times (1 & 2). Time format
is Hour:Minutes (space) AM or PM (for example 11:15 AM). If you need to add more time, click on the
Add More Time line (3). Then click the Save button (4).

r .

Q iSupport Logout X | [@ Signln X | . Logout successful - CAS-Cel X | a Software Services - Project -+ X @ Time Entry

&« C Q @ https://stgxeapps.okstate.edu:3060/EmployeeSelfService/ssb/timeEntry#/teApp/timesheet/calendar/421249

@ ellucian Oklahoma State University % (g  Abborr, Tommie ].

Employee Dashboard Time Entry Approvals TECH/PRO SWCS SPECIALIST, 535125-00, X, 100117, Software Services, Rate: $22 090000

A11524600-Moore, Dylan P., TECH/PRO SVCS SPECIALIST, 535125-00, X, 100117, Software Services, Rate: $22.090000 ARlieaunldlapa
04/07/2019 - 04/20/2019 | 8.25 Hours / 2.00 Units (i) &' Pending Submitted On 04/09/2019, 09:47 AM
SUNDAY MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY SATURDAY

7 9 10 1 12 13
25 Hours / 1.00 Units )

W (¥ Add Earn Code

Earn Code In Time Comment OQut Time Comment Hours

Regular Hourly Pay © | testing / ‘ 12:00 PM © | testing 2 /| axs
Add More Time
N
Total: 4.25 Hours Account Distribution
]
Pay Overtime Indicato  Shift 1 ©) 1.00 Units S O e
W r
Total: 1.00 Units Account Distribution
N
| o)
Earn Code Start Time End Time
Annual Leave w
|| | 12:00AM -
12:30 AM (@ Add More Time
01:00 AM
01:30 AM
02:00 AM
I 02:30 AM
03:00 AM
Exit Page 02:30.AM Cance Save Preview

04:00 AM
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You can now click on the Preview button (1) to see the summary of the employee’s timesheet.

- ==

Q iSupport Logout X | [% SignIn X | . Logout successful - CAS - Cer X | a Software Services - Project -+ X @ Time Entry

&« c 0 @ https://stgxeapps.okstate.edu:8060/EmployeeSelfService/ssb/timeEntry#/teApp/timesheet/calendar/421249

@ ellucian

Oklahoma State University 'ﬁ- & Abbott, Tommie .

Employee Dashboard « Time Entry Approvals « TECH/PRO SVCS SPECIALIST, 535125-00, X, 100117, Software Services, Rate: $22.090000

A11524600-Moare, Dylan P., TECH/PRO SVCS SPECIALIST, 535125-00, X, 100117, Software Services, Rate: $22.090000 )l Elras
04/07/2019 - 04/20/2019 | 8.25 Hours / 2.00 Units (1) ' Pending Submitted On 04/09/2019, 09:47 AM
SUNDAY MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY SATURDAY

7 9 10 11 12 13
825 Hours / 1.00 Units

W (3 Add Earn Code
Regular Hourly Pay  (5) 07:45 AM - 12:00 PM |4.25Hours (D Comment | Shift 1: 4.25 Hours rd S}
Total: 4.25 Hours | Account Distribution
N
Earn Code Start Time End Time Hours
Annual Leave 01:00 PM (©) | 05:00 PM © | 207

(® Add More Time

Total: 4.00 Hours Account Distribution

N

. Pay Overtime Indicator  Shift 1 ©1.00 Units S 0O o
Total: 1.00 Units Account Distribution

-

N

N

Exit Page Cance Save Preview
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You can approve the timesheet by clicking on the Approve Button (1), or you can route it back to the
employee for correction (2). You should not approve a timesheet until all hours have been completed
for the pay period (employee has recorded the last working day and entered any leave hours for the
remaining working days for the pay period). If you do not wish to take action at this time, you can click
on the ‘X’ (3) in the upper right corner of the Preview Window to return to the employee timesheet.

§ iSupport Logout x | [ signln X | . Logoutsuccessful - CAS-Ce X | EJ Software Services - Project-+ X (@ Time Entry X

cC 0

8 https://stgxeapps.okstate.edu:8060/EmployesSelfService/ssb/timeEntry#/teApp ftimesheet/calendar/421249
@ ellucian

Employee Dashboard « Time Entry Approvals « TECH/PRO SVCS SPECIALIST, 535125-00, X, 100117, Software Services, Rate: §

A11524600-Moore, Dylan P., TECH/PRO SVCS SPECIALIST Preview X ) Leave Balances
-
04/07/2019 - 04/20/2019 | .25 Hours / 2.00 Units (i) &' A11524600 - Moore, Dylan P. Pending  Submitted On 04/09/2019, 09:47 AM
SUNDAY MONDAY TECH/PRO SVCS SPECIALIST, 535125-00, X, 100117, Software Services FRIDAY SATURDAY
9 Pay Period: 04/07/2019 - 04/20/2019 8.25 Hours 12 13
Submitted On: 04/09/2019, 09:47 AM )
Earning Distribution
]
Earn Code Shift Total
Regular Hourly Pay (3 07:45 AM - 12:00 PM | 4.25Hours (3 Comment Fd
Regular Hourly Pay 1 425
Total: 4.25 Hours Account Distribution
Annual Leave 1 4.00
)
Pay Overtime 1 2.00 -
Earn Code Start Time Indicator
Annual Leave 01:00 PM
Total Hours 825
Total Units 2.00
Week|y Summary Total: 4.00 Hours Account Distribution
|
W Pay Overtime Indicator Shift 1 ©) 1.00 Units Week Total Hours S 0O ©
Week 1 8.25
Total: 1.00 Units Account Distribution
W
| Week 2
Approve
Exit Page Cancel Save Preview

At this point, you can go back to the Time Entry Approvals page and select the next employee’s
Timesheet for approval.



	Timesheet Approval Process

