Web Time Approval for Supervisors SPIRIT Online Documentation

Approving timesheets via SPIRIT Online — Supervisors of hourly employees

Hourly employees will complete the timesheet and submit it for supervisor approval.
= The pay period normally ends WEDNDESDAY for student workers, and student
workers are instructed to have timesheets completed, and checked off as “ready to
approve” before 11:30 PM on TUESDAY
= As supervisor you have until 11:30 PM on WEDNESDAY to approve the
timesheets as the hourly workers assigned to you.
= Payroll is completed and distributed on the following FRIDAY

Below is what the “Time approval (for supervisors)” selection screen looks like. You
will see a grid of all the employees for whom you have time approval authority.
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Time approval (for supervisors)
Pay Pay
Review Period Period Approve Position . Total
Approve Name Access . Department Location
PP Entry Start End By Date Title p Hours
Date Date
- - 07/24J08 || 08/06/08 08M12/08 || Mr. Anand Student User Support Jersey City 0.02
11:58PM || Churi Worker Services Campus —
Spe
Summer
Il Il 07/24/08 08/08/08 08/12/08 || Mr. Jehn Student User Support Jersey City 0.00
11:58PN || C. Olivella Worker Services Campus
Spc
Summer
r I~ 07/24/08 08/06/08 08/12/02 || Rojendra Student User Support Jersey City 56.00
11:59PM (| Pradhan Worker Services Campus
Spc
Summer
- - 07/24/08 || 0&/08/08 08/12/08 || Mr. Eddie Student User Support Jersey City 0.00
11:58PN || J Worker Services Campus
Rodriguez Federal
Summer
Il Il 07/24/08 || 08/06/08 08/12/08 || Mr. Student User Support Jersey City 0.00
11:58PM || Matthew Worker Services Campus
A Spc
Wisneski Summer
r r 08/07/08 08/20/08 08/25/08 || Mr. Anand Student User Support Jersey City 0.00 LI
|Done l_l_l_l_l_l_le Internet A00% -~ g

You can get to your approval selection screen by the following steps:
= From the SPC home page, go to Quick Links and choose SPIRIT Online.
= Click LOG IN, then enter your User ID and Password, then click SUBMIT.
= This will bring you back to the SPIRIT Online main menu, but now you are
logged in.
= Click the beige bar for the Employees Menu
= Click the “Time Approval (for Supervisors)” link
= This will bring you to a screen that looks like the picture above

Ver 1.2 — Sep 2009 Page 1 of 5



Web Time Approval for Supervisors SPIRIT Online Documentation

This selection screen gives you an overview of all the timesheets available to review,
approve, or reject. From this screen you may drill down to any individual timesheet to
see the day by day detail, or you may approve directly from this screen, based on the
summary information provided here.

For example, look at the 3" line below. This tells you that this employee has entered
56.00 total hours for the pay period 7/24 to 8/6. Before approving, you would want to
review his timesheet entry to make sure the hours he is submitting are consistent with
what he actually worked. You do this be checking the “Review Entry” box on the line
you wish to review, and then click SUBMIT on the bottom of the page.

Time approval (for supervisors)

Pay Pay
Review Period Period Approve Paosition . Total
Approve Name Access . Department Location
PP Entry Start End By Date Title P Hours
Date Date
[l [l 07i24/08 08/06/08 08(12/08 || Mr. Anand Student User Support Jersey City 0.02
11:59PM || Churi ‘Worker Services Campus
Spc
Summer
- r 07/24/08 || 08088 || 081208 || Mr. John Stugent User Support || Jersey City 0.00
11:59P1 || C. Olivela Worker Services Campus
Spc
Summer
[l ~ 07i24/08 08/06/08 08/12/08 || Rojendra Student User Support Jersey City 56.00
11:59PM || Pradhan ‘Worker Services Campus
Spc
Summer
- r 07/24/08 || 080808 || 081208 || Mr. Eddie Stugent User Support || Jersey City 0.00
11:58PH || Worker Services Campus
Rodriguez Federal
Summer

Clicking SUBMIT will bring you to the standard view, which will show you total hours
entered, for each day in the pay period:
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Time Entry
Employee Paosition Title Pay Period End Date Pay Cycle Department Location Approve By Date
[ Rojendra Praghan | Student worker spe Summer [ 1810605 || Biweekly Students || User Support Services |[ Jersey City campus || 08/12/08 11:597M

Leave Type Leave Balance
[ Hot Applicable [ |

Annual Other

Date Day  "POWAT oyorime Loave - Sick Hours Tine - Other T Types Shit Shift Type nsart
orizsi0g |[ - Thursaay |[ [7gg [ [ [ | | = | [Ef]| =l
0772518 Frday | | [ [ [ [ [ = | ==
072603 [ saturay [ | I [ [ [ [ = | -
0727108 suraay || [ [ [ [ | = | i
orizens || anday || [7gp I [ [ [ | = | i
omizsis | Tuessay |[ [0 [ [ [ [ | | I = -
ori20s || iesnessay |[ |70 [ [ [ | | = | i
orizie | Thursaay |[ [7g [ [ [ [ | ELi] | ==
0301108 Frday | | [ [ I [ [ = | -
080208 || Saturday [ [ [ [ | = | ==

=
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[pone [T T [@mkemet ESC
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You also have the option to review the actual Time-In/Time-Out hours that the employee
entered on this timesheet. To view this detail, simply check the box below and click
submit.

The emplovee has time infout data. To review it, check the box [V

Non-Exempt Other Position Hours Exempt Other Position Hours
| 0.00 || 0.00

I Employse has electronically =igned the time entry as complste es
Supervizoer Decizion I vl

Enter E-mail Subject

Supervizar Comments

|
| -

Employee’s E-mail Addrezs

SUBMIT

After you do that, you will be seeing the same timesheet, but with the hourly detail as
below:

(_" Time In/Out - Windows Internet Explorer (=S|
@A - |g, http:f,isp\r\tonline.spc.adu;‘Wabndvisnr,l’WebAdvisor?TOKENIDX=2312536686&SS:S&APP:HR&CONSTITUENCV:\j (| X IGoogIe 2~
{3 ate @Tlma InjOut | | ﬁ} L ST I:}'Eage v O;Tools - =
. 2l
Time In/Out
. . Pay Period End . Approve By
Employee Position Title Date Pay Cycle Department Location Date
Rojendra Student Worker Spc 08/08/08 (| Biweskhy User Support Jersey City 0812/08
Pradhan Summer Students Services Campus 11:58PI
Leave Type Leave Balance
[ot Applicable || |
Date Day Time In Time Out Insert Line
friasits || - Thursday || [ag-0pam [12:00Pm r i
frizsite || Thursday || [99:00PM [o5:00PM r
07/25/08 Friday I I -
07/28/08 Saturday I I r
07/27/08 Sunday I I -
frizaie || Menday || ag-ggam [12:00Pm r
frizaioe || - Menday || [a1-00P [05:00PM r
frizsive || Tuesday || [ag-0pam [12:00Pm r
frizsits || - Tuesday || [91:00P M [05:00PM r
prisbes | wednesday || fog-ggart | || [12:00PM r
07I20/08 || Wednesday | [91-00PI [05:00PM r =
Done l_l_l_ ’_ l_l_le Inkernet TA00% - g
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These are simply 2 different options for viewing the exact same timesheet. Whichever
view you prefer to use, your responsibility here is to review the employee’s entries,
making sure they are an accurate reflection of the time actually worked. If you click the
arrow next to “Supervisor Decision” you will see 2 options, Reject or Approve. You
indicate your approval of the employee’s time entries by selecting “Approve” and
clicking the SUBMIT button.

Non-Exempt Other Position Hours Exempt Other Position Hours
| 0.00 || 0.00

I Employvee has electronically zigned the time entry az complete es

Supervizor Decizion

Enter E-mail Subject

Supervizor Commentz

Emiployes’s E-mail Addrezs [

SUBMIT

Once you have selected “Approve” and click SUBMIT, you have authorized the payroll
dept to begin processing this timesheet and to pay the employee for the time entered.

After clicking SUBMIT, the employee will receive a confirmation email and you should
see a confirmation page that looks like:

Confirmation

[]

Thank you for reviewing the time entries

OK

If there are problems with the timesheets, and you do not wish to approve it, you have
several options. You can Reject and instructed the employee to fix the timesheet and
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resubmit. Simply choose Reject from the Decision drop-down and enter a brief note to
the employee as to what the problem is, then click SUBMIT.

Supervizor Decizion IR‘eject ‘I

Enter E-mail Subject ITimesheet error

Please correct Mon &8/4 and re-submit ﬂ

Supervizor Comments

[ -

Employse's E-mail Address Isomenne@spc edu

SUBMIT

The employee will then receive an email from your alerting him or her that the timesheet
needs attention.

B Timesheet error - Message (Plain Texkt) - |EI|£|

File Edit Wiew Insert  Format  Tools  Ackions  Help

LReply | g Reply ta All | 02 Forward | =§ A | | X IQJH

Extra line breaks in this message were removed,

From; T ' Sent: Mon /1172008 10:55 AM

Ta:
e
Subject:  Timesheet error

| -
¥Your supervisor has rejected your timecard for
Jtudent Worker Spe Sunmer with period ending on
ns/06/08.

Below are comments entered by your supervisor:

Please correct Mon 8/4 and re-submit

=

You also have to option of correcting the time-in, time-out entries yourself before
approving the timesheet. Simply changes the hours on the timesheet before you choose
Approve and click SUBMIT.
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