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INSTRUCTIONS FOR SUPERVISORS ON TIMECARD APPROVAL

Supervisors must approve time before the deadline as they will lose access to a
pay period that is closed. There is occasionally early cut-offs - check the
schedule and monitor your email regularly. Ensure employees are entering
hours for the whole pay period, rather than just one week. Changes can be
made as required. This will ensure employees are paid correctly.

An employee can enter and make changes to hours for the current pay period
up until the employee cut-off which is normally Sunday midnight following the
bi-weekly Saturday pay cut-off. The system is accessible 24 hours a day, every
day, from any device with an internet connection. The supervisor has extended
access and can make adjustments until Tuesday at noon following the pay
period cut-off. If a supervisor has a problem please contact Payroll to get it
fixed as soon as possible.

as well as deadlines for time entry and supervisor approvals is available at
Payroll- Forms and Schedules entitled Pay Schedule - Part-time Hourly.

Note: You will not be able to use the timecard system until all your new hire
forms have been submitted to and processed by Human Resources.

The part-time payroll cut-off schedule with pay period start, end and pay dates §

Time worked outside of the pay period cannot be entered on-line and must be 5
manually recorded on a late timecard, approved by the supervisor and sent to
the payroll office. This is a labor-intensive process and may cause delays in
payment to employees. Manual timecards will not appear in the on-line
employee time history. The Late timecard form can be found at Payroll- Forms
and Schedules.
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https://www.lakeheadu.ca/faculty-and-staff/departments/services/finance/payroll/payroll-forms
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@ Ellucian Student Application - Test

() https://erpiistestlakeheadu.ca:8174/5tu

g Lakehead Q-, crmason (= signout @ Help

-~ UNIVERSITY

Hello, Welcome to your myPortall

Choose a category to get started.

ET Tax Information & Employee

Here you can change your consent for e-delivery of tax information. Here you can view your tax form consents, earnings statements, banking information, timecards and leave balances.

Enrolment Management & Reporting

n Financial Management
Here you can view the financial health of your cost centers and your projects.

© 2000-2023 Ellucian Company L.P.£nd its affiliates. All rights reserved. Privacy

Timecard options are in
here.
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@ Employee Self Service Home - Ellucian Student Application - Test

() https://erpiistestlakeheadu.ca:8174/5t
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o T LakEhead Q-, crmason (> signout @ Help
- '~ UNIVERSITY
Employment Employee Employee Overview
o M i 0
i Welcome to Colleague Employee Self-Service!
- o
+
Stipend History =0 Time Entry
©B 3 =

Here you can view a list of your stipends. Here you can fill out your timecards.

=9
-]
=6 Time Approval Earnings Statements

Here you can approve or reject timecards for the people you supervise Here you can view your earnings statement history.

é
es Employee Proxy = Time History
AR
Here you can delegate certain types of work tasks to another employee. Approve t|me view your paid timecards.

here.

@ Time History (Supervisor) =1 Position History

Here you can view a list of your positions.

Here you can view paid timecards for the people you supervise.

© 2000-2023 Ellucian Company L.P. and its affiliates. All rights reserved. Privacy
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s://erpiistest.lakeheadu.ca:8174/50

Employment Employee Time Approval

Time Approval

¢ Employee

Search for Employee

Clear Search |

Pay Cycles

b Bi-Weekly - Hourly - Full Time

(] 20221118 - 20221201 @
[[] 202244202-2022-12-15 ()
[ 2022-12-16-2022-1229 (@
(] 2022-1230-2023-01112 @
(] 2023-01-13-2023-01-26 (D
|

(] 2023-01-27 - 2023-02-09
[] 2023-02-10- 2023-02-23

b Bi-Weskly - Hourly - Part Time

[ ]2022-11-20- 2022-12-03
2022-12-04 - 2022-12-17

:| 2022-12-18:- 2022-12-31

i
[
[ ] 2023-01-01 - 2023-01-14
[
|

Eeeee

:| 2023-01-15- 2023-01-28

2023-01-29- 2023-02-11

|_ | 2025-02-12 - 2023-02-25

Status

| | Submited (3)

I:I Mot Complete (1)
I:! Mo Time Entered (1)

| | Approved

®
[ | Rejected (3)

( Reset Filters

@ Time Approval - Ellucian Student Application - Test

of 1

Pay Period Due By Status

M  Mr. Derek |. Klement - 0432443

You filter employees that you
supervise by name, pay period, or
'submission status...

Total Hours

Regular Hours

Overtime Hours

Total: 1

Additional Hours

Total: 1



@ Time Approval - Ellucian Student Application - Test

tps://erpiistest.lakeheadu.ca:8174/5tudent/Timel

Q
S’ Filter '

ﬁ Search for Employee

+ @ 0

Total: 1

Employee Name or 1D O\ | Kl 4 Page 1 of 1

el
i

F

Pay Cycle Pay Period Due By Status Total Hours Regular Hours Overtime Additional e
Hours Hours

I'/ Clear Search \I
N )

®B
Pay Cycles
“~ Mr. Derek |. Klement - 0432443

i

o Bi-Weekly - 01/29/2023- 2023-02-14 0 Submitted 57.00 47.00 2.00 8.00
Hourly - Part 02/11/2023 12:30 PM
Time

Bi-Weekly - Hourly - Full Time

| 2022-11-18 - 2022-12-01
| 2022-12-02 - 2022-12-15
| 2022-12-16 -2022-12-29

L

I _ ;
- " Approve @Reyect ¢=) Comments «.«. View
(] 2022-12-30 - 2023-01-12

=

=

=

@Eeeee

=]
@
o

| 2023-01-13 - 2023-01-26 . -
M JBi-Weekly - 02/12/2023- 2023-02-28 No Time Entered 0.00 0.00 0.00

| -01- = 2=
| 0RO = BRI rly - Part 02/25/2023 12:30 PM
| 2023-02-10 - 2023-02-23 3

Bi-Weekly - Hourly - Part Time

- Approve Reject Comments sss View
[ ] 2022-11-20 -2022-12.03 W s OLL =

(] 2022-12-04 - 2022-12-17
(] 2022-12-18 - 2022-12-31

Blue arrows pointing downward
indicate that this line has

(] 20250101 -2023-01-14 rz= |@dditional information that you

[ | 2023-01-15-2023-01-28

(] 2023-01-29 - 2023-02-11 can access.

(] 2023-02-12 - 2023-02-25

Total: 1

PEeeee

Status

[ submitted @
[ ] NotComplete @

|| NoTime Entered (@D -

i___i Approved (@)
[ | Rejected @



@ Time Approval - Ellucian Student Application - Test

s://erpiistest.lakeheadu.ca:8174

— — Q
O p— S’ Filter '
@ <
Search for Employee
e ﬁ B (B4
' : ®
Total: 1 <
Employee Name or 1D Q | Kl ¢ Page 1 of 1
- K
= S N
'\\ Clear Search ) Pay Cycle Pay Period Due By Status Total Hours Regular Hours Overtime Additional -+
' . Hours Hours
®B
Pay Cycles
“~ Mr. Derek |. Klement - 0432443
s Bi-WeeKly - Hourly - Full Time N Bi-Weekly - 01/29/2023- 2023-02-14 In thIS Case! thls pay perIOd WaS L7.00 2.00 8.00
Hourly - Part 02/11/2023 12:30 PM expanded Into tWO Separate
—, [ ] 2022-11-18-202212-01 (D) Time o i
é (] 20221202 -2022-12-15 ® weeks. The pOSItIOn for which D Reiect B¢ .y
= ) | eject omments «e« View
| | 20221216 -2022-12-29 H .
= — ® time is entered can be dropped
|_| 2022-12-30-2023-01-12 (@)
| 2023-01-13 - 2023-01-26
l:! " " ® X Bi-Weekly - 02/12/2023- 2023-02-28 _qown aS We” 0.00 0.00 0.00
O iy Hourly - Part 02/25/2023 12:30 PM
(] 2023-02-10 - 2023-02-23 —
Bi-Weekly - Hourly - Part Time - -
L - Time is entered one v/ Approve (D) Reject (=) Comments -+ View
| 211-20 - 12
(] 2022-12-04-2022-12-17 @ week at a time. You
| | 2022-12-18-2022-12-31 (@) L 1979 : o
(] 2023-01-01 - 2023-01-14 @ gijéﬁd can approve both = o o o o
. ~U1-01 - - 18/3
(] 20230115-2023.01-28 @ weeks at the same | |
|:| 2023-01-29 - 2023-02-11 t|me W Approve @ Reject () Comments ».. View
(] 2023-02-12 - 2023-02-25
i 02/19/2023 - Mo Time Entered 0.00 0.00 0.00
02/25/2023
Status
" Approve Reject (-9 Co = e View
..or each week ®
[ submitted @ individually...
[ Not Complete @ Tour Guide ered |, but Payroll recommends that you
i_i Mo Time Entered @ A501PSUPOO0S =0
() i @ View the time before approving.

[ | Rejected @
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@ Time Approval - Ellucian Student Application - Test

] httpsy lerpiistestlakeheadu.ca:8174/5tudent/TimeManagement/TimeApproval#pid=0432443 &pcy=PT&ppend =02/25/2023

—3 Time Approval - Mr. Derek J. Klement <
< Time Approval

ﬁ —— (5]

Neek 02/12/2023 - 02/18/ | - . T 4 : .

e kazjiz;;?j h:F]LIZFSIS e ‘ b ‘ YOU can Verlfy the employee S tlme Pending{/ Save j|| Other Actions N | Approve

—_— . ) ) ':'_-!i

= RS ompless entered here, view the summary by

4501PSUP0004 » Tour Guide day and week below, and make any ...then click here to -
Q) | ;\durughlnt EJIOT?QSE;;E:NEM Success Centre = Thunder Bay Campus edItS that are requ”.ed approve thlS Week Only
_ (or wait until you're back
- Earn Type sun 2/12 Mon 2/13 Tue 2/14 Wed 2/15 Thu 2/16 on the maln Tlme Total
_ Approval screen and
F Casual PT ; ¥ e ¥ - — . 10.00

SRR TIeRIR | 9:00 AM | ‘ 1:00PM | | 1:00PM | | 00:00 AM ‘ | 8:00 AM | | approve it there)' |

I 11:00 AM | ‘ 3:00 PM ‘ | 4:00 PM | | 00:00 AM ‘ | 11:00 AM | ‘ 00:00 A ‘ | 00:00 A
+ - - +
L -+ Additional Time ﬁ\}
N _F/

Position Total Hours: 2.00 2.00 3.00 0.00 3.00 0.00 0.00 10.00

Weekly Totals ~

Daily Total Hours: 2.00 2.00 3.00 0.00 3.00 0.00 0.00 10.00

Regular Hours: 10.00



@ Time Approval - Ellucian Student Application - Test

— ] 5] https:/ 'erpiistest.lakeheadu.ca:8174/5tudent,/T

@l Financial Resources == Lakehead University @ Google |—_t1 US Bank Ellucian Customer... Home |WSIB @ myPortal -TEST & myPortal

;—“ Lakehead B crmason = Sign out

UNIVERSITY

+ @ 0O

Employment Employee Time Approval
f &
Time Approval - Mr. Derek J. Klement )
P < Time Approval =
_ +
Neek 02/12/2023 - 02/18/2023 ' r y
®B 47.00 Total hours ? Saved Other Actions <
~ 4501PSUP0004  Tour Guide
Mr. Clint R. Mason » Student Success Centre = Thunder Bay PUs Unapprove ~
4700 You can use these |
Fy ) Reject
arrows to navigate
Earn Type sun 2/12 from Week to Week wed 2/15 Thu 2/16 i &
Casual PT i
NSEpE S CASENE 00:00 AM 8:00 AM 2:00 PM 1:00 PM 12:00 PM 1:00 PM 8:00 AM '
00:00 AM 1:00 PM 6:00 PM 4:00 PM 2:00 PM 10:00 PM
Expanded options are available
Holiday Pay @1.5X + 4%VP- here: unapprove the card to return -
g . . A
HLD4 to editing, reject it, or leave a
comment for the employee to see.
Position Total Hours: 0.00 500 .00 TT.00 12.00 1.00 14.00 47.00
Weekly Totals ~
G0
Dailv Total Hours: 0.00 t 00 A00 11 00 17 00 100 1400 A7 00 -
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5] htips; ‘erpiistest.lakeheadu.ca:8174/5tudent/TimeMa

@l Financial Resources == Lakehead University @ Google |—_t1 US Bank Ellucian Customer... Home |WSIB @ myPortal -TEST & myPortal

‘m — 8|
O — % Filter
0 L+
ﬁ Search for Employee
0 Total: 1 &
Employee Name or 1D Q | Kl : Page ' of 1 ' [
. - ] ﬁj
LI .
[\ Clear Search /:' Pay Cycle Pay Period Due By Status Total Hours Regular Hours Overtime Additional +
2 Hours Hours
C)s
Pay Cycles
“ Mr. Derek J. Klement - 0432443
ke
L bl E p / : 023-02-14 e 4 -
Wl sl e S s by
= | v
. ':' 2022-11-18-202212-01 @ Time
& [ ] 2022-12-02-2022-12-15 @ _ _
!:! 2022-12-16-2022-1229 @ + Unapprove @ Reject () Comments ».. View
|:| 2022-12-30-2023-01-12 (@
!-_! 2023-01-13 - 2023-01-26
I:| i ® L Bi-Weekly - 02/12/2023- 2023-02-28 Approved 62.00 51.00 3.00 8.00
L_J RO - S U Hourly - Part 02/25/2023 12:30 PM
[ ] 2023-02-10 - 2023-02-23 Time

Bi-Weekly - Hourly - Part Time
" Unapprove @ Reject (- Comments «.« View

[]2022-11-20-2022-12.03 @ _
(] 2022-12:04-2022-1217 @ Appl’OVIﬂg both
| |2022-12-18-2022-12-31 @® weeks >'Ap|3rcﬁ.fed 47.00 36.00 3.00 8.00
| ] 2023-01-01-2023-01-14 (@
(] 2023-01-15-2023-01-28 (@) _ _
(] 2023-01-29 - 2023-02-11 ... results in the entire D Reject (= Comments .. View
[ ] 2023-02-12 - 2023-02-25 timecard being
W 02/19/2023 - Approved 0 0.00 0.00
02/25/2023 approved. _
i Congratulations, you're b 5 ety olfies
done!

| submitted @

|-
| | Not Complete @ . -
- Kl < Page 3 f1 [

| | NoTime Entered @ ag 0 _

|

| Approved @ "



