Approving Time via WebAdvisor (Employee)

Log into WebAdvisor: http://gustavus.edu/go/webadvisor/employees OR
http://gustavus.edu/go/webadvisor/faculty

Select Payroll Time Approval from the Department Information section

Department Information

Department Budget

FY18 Budget Reguests

Payroll Time Approval

Payroll Time Emp History

Student Employees Class Schedules

Student Employees

-

A list of the available entries you can approve will display.

Box will be checked if
time has been
previously approved.
Check to approve

To review time
entered for one or
more employee, check
box and submit

Date time must be
approved by

Y = the employee is finished
entering their time and have
ok’d it. They no longer can

/
time for one or more mfa\ke :.:\ny changes unless you
- - reject it.
e”;p'?yee and Payroll Time Approtval (Supervisors)
submit. \\ Pay Pay
Review Period Period Approve Position Total
Approve Name . Department Ok'd
PP Entry Start End By Date Title p Hours
Date Date
O O _ L L
08401409 0&/31/09 09/05/09 lkeisha  Adrissions  Adriission 5,75
12:0048M N, Phoner Phoner Total hours
Bates  Instit include regular,
OT and any
O O : - P special hours
08/01/09 08/31/09 09/05/09 Keisha  Institutional Admission T 3.25 p ,
172:004M N. such as, PTO or
Bates Holiday, entered.
O O ) )
08/01/09 0&/31/09 09/05/09 Jennifer Federal athletics i 120.00
12:00AM ®uan T. oOffice
Dioan
O O .
08/01/709 08/31/09 09/05/09 Derek Intrarmurals  Athletics hd 1.00
12:00AM 1, Eddie Federal
O O
08/01/09 08731709 09/05/09 Derek Men Athlet .
12:004M 3. Eddie Baseball You mayy ha?ve been deflr'1ed as an alte.rnat.e
Federal supervisor in case the primary supervisor Is
unavailable. Select the person from the
Approve time entries an behalf of ™ \ drop down in which you want to approve
time on behalf of and submit. A new list of
employees will display
[ SUBMIT l

Although you may approve time from this display, it is highly recommended to review employee time first. To
review an individual employee’s time entry, click the person’s name to bring up detail of their submitted hours.
You will be able to approve it from the review display also. If you approve time, an email will be sent to the

employee(s) when you click on submit.
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Time Approval Employee
;. . Pay Period Approve By
Employee Position Title Pay Cycle Department
ploy End Date y oy p Date
Ms, Annalee L. Accounts Payable 09/05/09 Bi-Weekly - Finance Office 09/07/09
Lokensgard Coordinator Hourly 1Z:00FM
Balance Any ‘regular hours’ entered over 40
for a week is considered overtime.
PTO 5.49
/ Other
Reqular . R .
Date Da Hours Overtime PTO ESL Time Other Time Types
Hours
W
0a/23/09 Sunday
6.75 b
0&/24/09 Monday
If you make any changes, an email will be
08/25/09 Tuesday sent to the employee.
W
0a/z6/0% Wednesday
W
0afz7/09 Thursday
W
nafzas09 Friday

Employee has electronically signed the time entry as complete

No = Employee still can make changes
Yes= Employee cannot make changes

Mo unless you reject their time
Supervisor Decision bl
Enter E-rnail Subject ] ]
) Select Approve or Reject from list and

Supervisar Comments . -

submit. An email will go to the employee

with your decision. If approved, a generic

email is sent.

If rejected, an email subject and comments
Ernployee's E-mail Address | alokensg@gustavus.edu must be entered.

SUBMIT
Finally, a confirmation will display
Confirmation
Confirmation
Thank you for reviewing the timme entries
oK
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