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Exempt MSUAASF Employees using eTimesheet (screenshot Guide)

Screenshot Guide

This guide is designed to provide screenshots of the changes within eTimesheet for the purposes of tracking exempt, MSUAASF employee time.
A video tutorial is also available for users.
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1. Login page
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Filter your results:

@ Default view €
Current fiscal yeat

Show all fiscal years

Mo leave requests were faund within this time period. Try expanding your search.

Choose single fiscal year

Choose date range

- Status -«

- Leave Type - +

When you login to eTimesheet, it will look the same as it did before the changes. This page is called the Time and Leave Reporting page. The only
noteworthy change is a link is added in the upper left corner entitled Timesheet. This link takes you to the Timesheet page.



2. Timesheet page

sanage Reaqsests Timasheet
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Temesheet
Select Pay Period End Employee Name: Debacco, Sook Leave Balances
Pay P E Supervisor: Sojo, Chuck Mike BANK: 524.25 hrs

ay Penod Ending Work Title: Academic Advsor Floating Holiday:0.0 days

Nov 16, 2016~ ||.Chenoe Record: 0 PERS: 30 days

T ; Sick: 1000.0 s

SEel s LR Vacation: 3415 hrs

Pay period Nov 2, 2016 - Nov 15, 2016
Status: UNSUBMITTED Reminder submit leave slips for this pay period pnor to submitting for supervisor approval

Wad Thai Fr =] Sy Mo Rad

a 3 E r -] a 10 11 12 13 14 = b

Date 2 =
There are no requests for this pay period

11 have fulfilied my employment obligations for the pay period

Comments:
Enter New Comments (max 500 characters)

Buibt: 11-03-2016 18:41.37 CL

MINNESOTA STATE Application Hame; ¢

This is the Timesheet page.
e Red Box: Clicking the Manage Requests link in the upper left corner returns you to the Time and Leave Reporting page.

e Black Box: This section allows you to select and view your timecard in different pay periods, or view the Current Pay Period.

e Orange Box: This section displays your employee information and leave balances.
e Green Box: This section only shows additional rows if leave is requested. The next page shows an example.



3. Timesheet page (leave request added)

Manage Requesis Timesheet Help =
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Timeshest
Select Pay Period End Employee Name: Debacco, Sook Leave Balances
) o Supervisor: Sojo, Chuck Mike BAMNK: 524,25 hrs
Pay Period Ending: Work Title: Academic Advisor Floating Holiday:0.0 days
Mov 15, 2016 = | Changs Record: 0 PERS: 3.0 days
o . Sick: 1000.0 hrs
LGB ) Vacation: 341.5 hrs
Pay period Nov 2, 2016 - Nov 15, 2016
Status: UNSUBMITTED Reminder submit leave slips for this pay period prior to submitting for supenisor approval
wad  Thu |  Fri st Sun Men  Tus Wed  Thu| Fri  Sat Sun Mon  Tus Totals
Date z 3 4 & [ 7 8 3 0 12 13 14 1%
Yacation (MAQ) g i}
[E11 have fuifilled my employment obligations for the pay period
Comments;
Enter Hew Comments {max 500 characters)

Busift: 11-03-2016 18:41: 37 COT

Application Version: 5.7 0-bEC

MINNESOTA STATE Application Hame: &

This is the Timesheet page with a leave request submitted (shown in the green box). The leave row appears as Vacation (VAC).

Leave requests are entered in the same manner they were previously submitted. They are entered on the Time and Leave Reporting page, which
is the page displayed when you login (example screenshot #1). Click the green New Request button and submit the request.



4. Submitting the Timesheet

Manage Reguesis Timesheet Help
For optinal perormanoe, wse Fefoc: 25,04, G, or Safad. ¥ using IE Bor alier, soan functionally wil nof be avaiisbie,
Timeghes!
Select Pay Period End Employee Name: Debacco, Sook Leave Balances
I T Supenvison Sojo, Chuck Mike BAMK: 524.25 hrs
ay Pariod Ending: Waork Title: Acadermic Advisor Floating Holiday:0 0 days
Now 15, INE - JLcheong Record: 0 PERS: 30 days
o - Sick: 1000.0 hrs
Gl i) Wacation: 3415 hrs

Pay period Nov 2, 2016 - Nov 15, 2016

Status; UNSUBMITTED Reminder submit leave slips for this pay period prior to submitting for supenisor approval

Wwied  Thu P Sat Sun Mom  Tus wed  Thu R Sat Sun Mon  Tus Total=
Date 2 3 4 5 & ? 8 ] 1 # 12 13 14 145
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Vacation (VAC)

B2 have futfilled my employment obligations for the pay period

Submit for Approval

Comments:
Enter New Comments {max 500 characters)

MINNESOTA STATE -ation N Application Ver

When you are ready to submit your timesheet, check the box above the green Submit for Approval button. The green button will turn a deeper
shade of green indicating you can click the button and Submit for Approval.



