Approving Administrative Staff Time 

The Flow of Time Entries

Administrative Staff enter their time online through the portal, and can do so anywhere they have internet access.  The training documentation provided to them encourages the entry of their time on a weekly basis.  For processing purposes, we have asked them to have their final entries for the month into the system by the morning of the 3rd of the following month.

From noon on the third-of-the-month up to noon on the sixth-of-the-month, we ask that you go into the system and approve time entered for the previous month by your Administrative staff. (Do not  approve time for the current month.)  If you have a discrepancy with something that is being reported, you may choose to forego approval until a later date. However, the time not approved will not be updated in our processes until the following month.  The same is true if the employee does not get their time entered by the deadline. 
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a later date. However, the time not approved will then not be updated to their leave balances.

Time entries through the end of the month that you have approved by the 6% will be pulled in for
processing by the Payroll Office. Once payroll processing is complete, the employees leave
balances are updated in their view.
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Time entries through the end of the month - that you have approved by noon on the 6th - will be pulled in for processing by the Payroll Office.  

Once you have approved time for an Employee, you cannot unapprove it. 

If you have an issue regarding time already approved, you’ll need to contact the Payroll Office.

You will be responsible for all time you approve.  The system has a limited number of edits it can apply to time entered.  Responsibility for allowing time to be approved and paid is upon the Supervising Manager.

The morning of April 3rd, all entries through March are inputted by the employee.








From noon on April 3rd through noon on 


April 6th, time entries for  March are to be approved.











