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Timecard Approval

· You will click on “Timecard Approval” on the left hand side under the “Employee Info” tab.  
· [bookmark: _GoBack]This will bring up the screen shown below if the pay period has already ended.  If the period is not over you can go to page #3 for the view that will come up.   You will need to change the Current (by the blue arrow) to “Select Year” and then click on the pay period you wish to approve. 
[image: ]
· You will now want to click on the pay group faculty & staff or the dates of the pay period.  As a general rule you should not see any other pay groups other than faculty & staff.  The next screen should appear as show below. 
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· Here you can click on the open pay period dates to approve that pay period. 




[image: ]

· Here you can edit the hours that the employee has entered if needed.  Simply click on the pencil or their name.  This will allow you to adjust their total hours and enter a comment if you would like to.  After you click on the box to enter hours there is not a cursor blinking in the box, but when you begin typing the hours should appear. 
· If you update the employee’s timecard you may then submit it to payroll without the employee doing anything further.  The employee will then get an email stating changes have been made to their timecard and they can login to view the changes.
· You can also reopen the employee’s timecard by clicking on their name if they have finalized it.  If you reopen their timecard they can then edit or add to their time.  This can be done as long as you have not submitted the time to payroll. 
· If you wish to email the employee with a question you may mark the box beside their name and click “Contact Selected Employees” below the list of employees.  
· The blue question mark next to “Status” gives a list and explanation of the “statuses” you may see.  
· To submit their time you mark the box beside their name and then click “Submit selected timecards to payroll”.   
· Please make sure all employees have entered time each pay period and that you submit all of them to payroll.  





















Alternate Approver

[image: ]

· Click employee info
· Click timecard approval on the left
· The screen above should appear.  If you normally do not approve timesheets you will not see the “Your Pay Groups” section. 
· Under the “Alternate Approval” section you would click the name of the person you will approve timesheets on behalf of.  Once you click on their name you can began approving by using the instructions from the beginning of this document. 

image3.png
° Employee Info - Timecard| BadgerWeb - Windows Internet Explorer
&) v B hipiiessttestuedcslEnployee InfojTimecard nztportet=Timecard _Approval ] (4] (] |8 uive search 28

Fle Edt View Favortes Took Help

i Favorites | 5 @P Christsn & Gospel Find Sta... € Chrisian Music, 104.7 The .. [5] Suaiected Ses = B 4 Sice Gallry =

1 - [ @ v Pager Sfetyr Took~ @
New Employees “limecard Approval - Pay Group Perioa Ty

Test Pay Group Timecard Format: Hourly (

ecard

| @ empioyee 0fo - Timecard | Badgeriieb )

i i o to: pay Groups | All Pay periods
Rounding Time Active Pay Periods Go to: Pay Groups | All Pay P

Timecard Approval 5/19/2012 - 6/1/2012  Current: This pay period closes on 6/1/2012
Timecard

Pay Period Ending: 6/1/2012 (Current)
Policies and Documents

Campus Directories -

Position Status
Print

Temporary Worker . saved

Q, Dyson, Kathryn S. Temporary Worker No Hours
—
Temporary Worker X al

Q Jacoby, Mary B

Q Morris, Joy B. Temporary Worker No Hours

/ Context Manager Q Nichols, Tammy L. Temporary Worker No Hours
Usage Statistics
Contact Selected Emplovees # Edit All Regular Hours

Submit Selected Timecards To Payroll
Period closes: 6/1/2012 - Please submit all timecards before 6/1/2012

T Go to: Pay Groups | Al Pay Periods





image4.png
Employee Info - Timecard | BadgerWeb - Windows Internet Explorer EEX

O© + B rroiisossernet she.aitCsEnpieyes nofivecod rerporte=Tmezard_rpprave (][] (] [RF v searcn (2]

Fle Edt View Favortes Took Help

i Favorkes | 5l @ Christian s Gospel Find Sta.. X Christian Music, 1047 The .. [S) Suggested Stes = 8] el Sce Galery »

| @ Enployes nfo - Timecard | Badgerveb 1l - Bl 0 @ - Page Safety+ Tods+ @+

[ — Your Pay Groups
print

Timecard Active Periods For Your Pay Groups | Current v

Pay Group. Active Periods status

Supervisor

You have been designated as a Supervisor. You can view, edit and submit timecards for all pay groups. Select a pz
below to do so.

Pay Group(s)
Eaculty & Staff
Student Workers

Alternate Approval

In addition to the Pay Groups you manage, you have been designated as an Altemate Approver for the Groups and

My Groups pilins

Spring Hil Coll

Manager(s)

Tracie L. Lawrence

@ et

inbox - b, . enployes n... |1 Bede




image1.png
ee Info - Timecard | BadgerWeb - Windows Internet B

v B i eseatestueb

Fle Edt View Favortes Took Help

i Fevories | i @9 Christan & Gospel Find St X Chisian Music, 104.7 The .. (2]

(@Enployes Info - Tmecard | Bacgereb

> - Page~ Safety~ Took~ >
Welcome back Heather R. Butler ( Personal Info | Logout) *
£3Q Spring Hill College

Forming leaders engaged in learning, faith, justice and service for life

[[search |

Employee Info > Timecard

[<moes e SRR [svdent empioymert] [ndmieciors] (1] [t [ roses]

#Edit page =) rinter Friend)

Your Pay Groups

Active Periods For Your Pay Groups

Current v
Pay Group Activa periods status
aQ current
a current
& Supervisor o
< >
& Localintranet 7h v Hi00% -
€@ ] o]

0] 4 = i3 M a8 (@G




image2.png
2 Employee Info - Timecard | BadgerWeb - Windows Internet Explorer
O&) + (B rwiitvsdaered shesduficsienpioyee _info/Tmecerd yarportet=Tmecerd Approval (B8] (42 [] (R tve searcn (2]

Fle Edt View Favortes Took Help

S Favorites | 5 @D Christsn & Gospel Find Sta... € Christsn Music, 104.7 The .. [5] Suaiected Ses = B 4eb Sice allry =

[ @envires o Tmecad sacgerwes 1 - EE T
T T O T R U T e ST e Ty = =

Emplo

[Fome] [resiemc] Camis] [5] [ |

Employee Info
= Timecard o
m Timecard Approval - View All Pay Periods

Policies and Documents

Campus Directories -
Print

Faculty & Staff Pay Group Timecard Format: Hourly (

k to Pay Groups

All Pay Periods: 2012 v

Timecard
Timecard Approval
Timecard

Open: This pay period closes on 7/30/2012
Past: No timecards were submitted to payroll
Past: No timecards were submitted to payroll
Past: No timecards were submitted to payroll
& Adda Page

Past: No timecards were submitted to payroll
Past: No timecards were submitted to payroll

Past: No timecards were submitted to payroll

& Context Manager

1 Usage Statist Past: No timecards were submitted to payroll
jsage Statistics

2/2415017 - 41619017 | Dact: N timarards wara cihmittad tn navrnl

>
Tl @ - suos -
T Do Moter TS e AT COT

o o 8 |oaw

1





