Self-Service Approval/Entry Checklist


___ 	Create calendar for staff to submit time each bi-weekly or monthly pay period.

___	Access https://wolverineaccess.umich.edu, 
· Click on University Business.
· Click on M-Pathways Student Administration and Human Resources Management System.
· Enter your unique name, Kerberos password, and M-Token number.
· Click on Manager Self Service.
· Click on Report Time.
· Enter your static group number, then click on Get Employees.

___	Review the list of your employees.  Make sure you are not missing any employees from this list who work in your department.  If you are missing an employee, contact your department’s timekeeper.  

___  	To approve time entered by an employee:
· Click on the employee’s name to pull up their timesheet.  Make sure the pay period is the current pay period you are approving.
· Review the time, add comments on any overtime hours worked.  
· If all hours are okay, click on the select all button to select all days.  Then click on the approve button.  You will receive a message that time has been approved and to click on the OK button to continue.  Continue to the next employee and repeat the steps.
· If there are hours in question, please contact the employee or simply change the day/hours as appropriate, then follow the previous bullet.
Note:  If you are not the supervisor, you need to have documentation stating it is okay for you to approve the specific hours in this area before you hit the approve button. 

___	To enter time for an employee:
· Click on the employee’s name to pull up their timesheet.  Make sure the pay period is the current pay period you are entering time for.
· Place the number of hours in each appropriate day, and use the appropriate time reporting code.  Please note:  Temporary employees should have the code REG for all reported time unless they work over 40 hours in a week, which would be coded as OTP.  Please do not use REGW or REGT…the system will automatically adjust appropriately.
· Click the submit button to send the hours to the system.  The system will generate the days and hours to be approved.
· Click on each day, then click the approve selected button.  
· Note:  If you are not the supervisor, you need to have documentation stating it is okay for you to approve the specific hours in this area before you hit the approve button. 

___	After all time has been approved/entered, run the Reported time report to see all of the time entered or approved.  Correct any issues you see by going back into the system and following the steps above.

___	The next day or by the latest the morning of entry cutoff, run the Payable time report to see what will be paid out on that paydate.  Any issues must be corrected by 10am on cutoff day.

___	If the cutoff has passed and you need to correct time for an employee:
· Print out the timesheet from the system (or have the employee do so).
· Circle and write the corrected information on the printout.  
· Have the supervisor sign the page.
· Provide to your department’s timekeeper ahead of the next payroll cutoff for appropriate corrections.


Any questions:
· Temporary employees (including workstudy hours) contact Tawana Branch, 766-6772, brancht@umflint.edu. 
· Regular employees, contact Kathleen Schoenherr, 237-6527, kams@umflint.edu. 
· Access to the system or M-Token, Dee Dee Hurley, 237-6595, dhurley@umflint.edu .
