BS&A Timesheet Approval

[bookmark: 1102786372]Timesheet Approval
Once employees have submitted their timesheets, they will need to be approved for payment.  There are two methods to review and approve employee timesheets – individually or with the task to do it for a group of timesheets.  

Task – Approve/Deny Timesheets 
To navigate to this task you will want to select the module Human Resources and then click on Tasks:
[bookmark: _GoBack][image: ]
The following will display:
1. [image: ]Select the pay period BIWEEKLY
2. Ensure the correct pay period is displayed
3. Click Load Timesheets

NOTE: Be sure to un-click “Hide Timesheets for Backup Approval” when backup approvers will need access to see timesheets awaiting approval.






All employee timesheets waiting for your approval will display. Click “Details” to see the Timesheet Breakdown screen.

[image: ]


[image: ]
Timesheet Breakdown Screen:
This will show you if any approvals have been previously done for this pay period, as well as allow you to look at totals by pay code, hours entered by day, and any notes that were included. 











Click ‘View Time Sheet’ and a calendar display of the hours entered will appear:
[image: ]

Click Approve and the following window will display, allowing you to enter any relevant notes:
[image: ]Click “OK” to complete this employee’s timesheet. 

Alternatively, you can use this screen to do approval/deny updates for many employees at once. Use the space bar or double-click on each employee and you will see an updated status in the left column. Once you have finished doing this for all employees click 
‘Run Process’
[image: Graphical user interface

Description automatically generated with medium confidence]
Approve a single employee timesheet
On the individual employee timesheet (see screenshot below) there are edit, approve, and deny buttons that you can select. Additionally, if needed, you can edit the employees timesheet to make changes. 
[image: ]

Once you have approved the individual record you can use the < or > arrows to move to the next employee you have access to. 
Entering Time for Employees
The same screen referenced above can be used for entry of an employees’ timesheet. You will need to click ‘Edit’ to activate the timesheet for entry and then will be able to add hours worked or comp time earned as needed. See screenshot below:
[image: ]







Reporting
There are several reports that will be available to you. Two to highlight are below:
Employee Leave Balances Report 
[image: ]
1. Click the ‘Run Report’ icon and the window will display
2. Either adjust the Module/Report Category/Report as shown above or search for the Employee Leave Balances report in the quick search
3. Edit/Review the report options to determine leave balances as of a specified date (see below)
[image: ]











Below is a sample of the Employee Leave Balance Report:
[image: ]





Hours With Associated Notes Report 
The Hours With Associated Notes Report will be helpful in reviewing employee notes if they were added.  
[image: ]
1. Click the ‘Run Report’ icon and the window will display
2. Either adjust the Module/Report Category/Report as shown above or search for the Hours With Associated Notes report in the quick search
3. [image: ]Edit/Review the report options to determine leave balances as of a specified date (see below)
[image: ] 




Departmental Hours Summary Report
The Departmental Hours Summary Report will be helpful in reviewing employee timesheets to ensure they have been fully approved. 
[image: ]
1. Click the ‘Run Report’ icon and the window will display
2. Either adjust the Module/Report Category/Report as shown above or search for the Departmental Hours Summary report in the quick search
3. Edit/Review the report options to specify the pay period you wish to review and level of approval (shown below)
[image: ]







With the option to show employees with unapproved hours your report will only show employees that have either have no approvals or have not reached their final level of approval (typically a department head) as well as employees with no hours entered at all. 
[image: ]bsasoftware.com
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