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Time Entry

Time Entry allows you to enter time applicable to your regular work schedule. When you select
Enter Time in the Time Entry group, the program displays those exception items for which you
can enter time. This includes accrual time, such as sick or vacation time.

To complete a time sheet, select the job for which you are entering time and enter hours in the
grid. To enter hours and additional details, select a box in the grid and complete the fields
configured by your organization, for example, General Ledger Account or Notes. Enter time
worked, sick time, vacation time, and so on, directly from the Time Entry page.

Enter time
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Tasks PRIOR WEEK
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Substitute Teaching
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Time Entry performs time entry rule verification based on the Rules Validation Method setting in
the Munis Payroll Control Settings program. If this is set to Validate Timesheet on Submission,
the time validation states change when the time sheet is submitted. If it is set to Validate
Timesheet on Entry, validation states change when the primary time text box value changes,
when the detail lines change, and when the time sheet is submitted.

Click Copy from Previous Week to copy the time sheet entered for the previous week. The
function copies any line entries that you have used to specify notes, general ledger accounts, or
project accounts.

Click Save for Later to save the time sheet for completion at a later time. Click Submit to submit
a completed time sheet. If the Require Acknowledgement for Time Entry Records setting is
enabled in Employee Administration, the program provides a certification acknowledgement for
the time entered. When you submit a completed time sheet, the program displays a confirmation

page.

If your organization has not configured workflow, time sheet entries are automatically approved.
Otherwise, time sheets require the approval of a supervisor.
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If you are a supervisor or other employee with permissions to verify time sheets, the Pending
Timesheets page displays all pending time sheets. The page displays the total hours submitted
for individual time sheets.

Click Approve to approve the timesheet; click Details to review and approve individual time.

Pending Timesheets
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Click Mark This Week as Approved to approve the entire time sheet.
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To respond to an individual item on the time sheet, click the item to display workflow options.
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If you select the Hold and Reject options, ESS requires an entry in the Comments box. Once
you have responded to all or part of the time sheet, click Submit.

Entering Time for an Employee

To enter a time sheet for an employee, expand the employee’s entry on the Pending
Timesheets list and then click Details.
On the employee’s Time Entry page, click Edit to enter or update time.

Edit time for JOSEPH, DOMINIC ACCOUNTANT II
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Use the Prior Week, Next Week, and month links to navigate. You can select a week for which
the employee has already entered a time sheet and edit it. Click Copy from Previous Week to
copy the time sheet from the previous week or click Submit to complete. In the event of a
supervisor’'s absence, the Payroll ESS Additional Supervisors program can be used to grant
temporary administrative access to ESS to approve and enter time sheets.

For the time sheets to be accepted into the Payroll Time Entry program, the payroll for time
entry must have been started and be the active payroll selected in the Payroll Start and Status
program.
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