Minnesota State Colleges and Universities

Submit a Leave or Overtime Request

Purpose

The eTimesheet application provides online access for an employee to submit
leave requests, and for supervisors to review and approve or deny the request.

Process

« All leave requests require approval from the employee’s supervisor.

« A leave request can be submitted prior to the date the employee wants to
take off work (for example, vacation or medical appointments), or it can be
submitted following the time off (for example, sick days).

e A leave request can be edited by the employee if necessary.

o Classified employees will request leave (time off) in hours, and all
balances except Floating Holiday will be displayed in hours.

« MSUAASF employees will request leave in hours, and all balances will be
displayed in hours.

e MnSCU Presidents and Management will request leave in days, and all
balances will be displayed in days.

Step-by-step instructions
Complete the following steps to enter or edit a leave request.

Step Action
1. Login to the eTimesheet application and the eTimesheet Employee Home screen. (See Login
and View eTimesheet.)
| Logout
eTimeSheet Employee Home
Employee Name: Hauge, Myrna Christina Leave Balances as of pay period ending: 03/18/2008
Supervisor: Jennings, Ericka Floating Holiday: 1.0 days
Work Title: Network Manager ITS Sick: 1020.5 hrs
Record: 0 Yacation: 331.5 hrs

Timesheet for pay period Apr 2, 2008 - Apr 15, 2008

Status: Unsubmitted Reminder: submit leave slips for this pay period prior to submitting your timesheet,

WED THU FRI SAT SUMN  MOM TUE WED THU FRI SAT  SUM MON  TUE  TOTALY

Crate 2 3 4 5 & 7 g 9 10 11 1z 13 14 15
Work Schedule g g g g g g g g g g g0
Regular Pay (REG) g g g g g g g g g g a0
Total Hours 30

Edit Timeshest Submit Timesheet

Leave Requests
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|
Requests for the current and future pay periodsl

e o - ——
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Step Action
2. To submit a new leave request click Request Leave/OT on the Employee Home screen.
The Create/Edit Leave Request screen displays. The Leave Balances as of the end of the last
pay period are displayed at the top of the screen.
[ Logouf ||
Create/Edit Leave Request  __ ______________________ i
| |
Employee Name: Hauge, Myrna Christina | Leave Balances as of pay period ending: 03711
Supervisor: Jennings, Ericka : Floating Holiday: 1.0 days :
Work Title: Networlk Manager ITS 1 Sick: 1020.5 hrs |
Record: 0 1 ¥acation: 331.5 hrs 1
| |
Type of Leave Request *
- Slip Type - ;I
Start Date * End Date * Begin Time * End Time * Total Hours *
mmfddhnnse | mmfddhnnne | 1 8:00 4:30 0
am o pri [ am = pri @
Reasons/Comments I
=
=l
Submit Cancel
3. Select a Type of Leave Request from the drop-down menu. If you select Sick Leave, you

year, and it must be a full day.

must select a Sub Type. You can only request Floating Holiday time for one day per fiscal

Create/Edit Leave Request

Employee Mame: Hauge, Myrna Christina
Supervisor: Jennings, Ericka
Work Title: Network Manager ITS
Record: 0

ITwpe of Leave Request *

I
I
=
I

Cancel

[ Logout

Leave Balances as of pay period ending: 03/18/2008

Floating Holiday: 1.0 days
Sick: 1020.5 hrs
Yacation: 331.5 hrs

{[SIK-Sick Leave
L e e e e e e e e m 2 A
Start Date * End Date * Begin Time *
mmfddiansy 1 mmfddiassy 1 a:00
am & pm O
Reasons/Comments _I
Ed
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Step Action
4. To enter a Start Date and End Date, either type in the date (mm/dd/yyyy format) or click the
calendar icon to select a date. You can only submit a leave request for a pay period that has
been defined. (For example, you may not submit a request for a date that is too far in the
future.)
| Logout
Create/Edit Leave Request
Employee Name: Hauge, Myrna Christina Leave Balances as of pay period ending: 031
Supervisor: Jennings, Ericka Floating Holiday: 1.0 days
Work Title: Network Manager ITS Sick: 1020.5 hrs
Record: 0 Yacation: 331.5 hrs
Type of Leave Request *
|-Slip Type - ;I
Start Date * End Date * Begin Time * End Time * Total Hours *
mimfdefnasy | mimfdehaasy | 8:00 4:30 0
Choose a date: ® am pm [ arm pm [l
pe ¢ June 2008 >
Su Mo Tu We Th Fr Sa ;I
B3 4567
9 10 11 121314
15 16 17 15 19 201 LI
E 22 23 24 25 26 27 28
29 30
5. Type the Begin Time and the End Time and select am or pm. Also type the Total Hours
for the leave request. Administrator leave requests must be submitted in ¥ day increments.
e oy
Create/Edit Leave Request
Employee Mame: Hauge, Myrna Christina Leave Balances as of pay period ending: 03/
Supervisor: Jennings, Ericka Floating Holiday: 1.0 days
Work Title: Network Manager ITS Sick: 1020.5 hrs
Record: 0 Yacation: 331.5 hrs
Type of Leave Request *
| - Slip Type - ;l
Start Date * End Date * : Begin Time * End Time * Total Hours *:
B/2f2005 L B/6/2008 1 &00 4:30 40 :
|
|am(: pmr- am pm(: :
|
Reasons/Comments ST TTTTTTTmTmmTmTmmmTmmTT !
[
=
Cancel
April 3, 2008 3




Minnesota State Colleges and Universities

Step Action
6. You may enter comments in the Reasons/Comments box. Comments are required for the
following leave types:
o Leave Without Pay (LWO)
o Miscellaneous Leave (MSL)
e Time Not Paid (TNP)
o Worked but Not Paid (WNP),
o Overtime or Compensatory Time (OT)
o The subtype for Sick Leave (SIK) is Bereavement (06).
7. Click Submit. The Leave Request Confirmation screen displays. Verify the information and
then click Save.
Logout
Leave Request Confirmation
Employee Name: Hauge, Myrna Christina Leave Balances as of: D5/12/2009
Supervisor: Chmielewski, Ron Floating Holiday: 0.0 days
Work Title: Metwork Manager ITS Sick: 1117.5 hrs
Record: 0 Yacation: 3535.0 hrs
You requested multiple days of leave. Here is the breakdown by day. Please review this and save
it.
Request Type: SIK-Sick Leave Subtype : Empl Iliness
Date Day of Week Start Time End Time Total
06/01/2009 Mon 08:00 |am ® pm © 0430 |am © pm @ [0
06/02/2009 Tue 08:00 | am ® pm O 0430 am © pwm 8.0
06/03/2009 Wed 08:00  am @ pm © 0430 am O pm 80
06/04/2009 Thu 08:00 |am ® pm O (0430 |am 7 pm @ (B0
06/05/2009 Fri 0800 | am @ pm © 0430 am O pm &80
Cancel Save
8. The Employee Home screen displays with the following message:

Your leave request has been submitted and is pending approval

Your supervisor will now be able to view and process the request. The leave request status
will be Pending until your supervisor processes it, and then the Status will change. (Leave
Requests information is displayed in the lower portion of your Employee Home screen.)

April 3, 2008 4




Minnesota State Colleges and Universities

Step Action

9. You may delete a request with a status of Pending, Approved, Verified, or Denied. To delete
a request, click the box next to the request status and then click Delete Selected Requests.

Leave Requests

Requests for the current and future pay periods. &) Request Leave/0T
Status Edit Description Day Date Begin Time End Time Total l[:):::tlon g:eated Reason Sup. Comments
i i . . 05/26/2009 Hauge,
[T Pending [ Sick Leave Mon 08/01/2009 5:00 &M 4130 PM B0 o Myrna Flu
. . . , 05/26/2009 Hauge,
[T Pending [0 Sick Leave Tue 06/02/2009 8:00 AM 4i30PM B0 oo g Myrna Flu
. . . . 05/26/2009 Hauge,
[T Pending [0 Sick Leave Wed 06/03/2009 8:00 AM 4:30PM B0 o5igsog Myrna Flu
. . . . 05/26/2009 Hauge,
[T Pending [0 Sick Leave Thu 06/04/2009 8:00 AM 4:30 PM B0 09:02:28  Myrna Flu
o SickLeave Fri 06/05/2009 8:00 AM  4:30 pM g0 D/26/2008 Haugs,

09:02:28 Myrna

I Delete Selected Requests

Click OK to confirm that you wish to delete the request.

The page at https://clearwater.dey.m 5[

Cancel

The leave request will be Deleted, and will not appear on your supervisor’s home screen.

10 To edit a request (for example, a date or time) click the icon in the Edit column, next to the
request you want to edit.

Leave Requests

Requests for the current and future pay periods, &2 Request Leave/0T
Status Edit Description Day Date Begin Time End Time Total l[:)r:::tmn g;eated Reason Sup, Comments

. . : ) 05/26/2009 Hauge,

[l PendlnSlck Leave Mon 06/01/2009 5:00 AM 4130 PM 8.0 09:02:28  Myrna Flu
. . . . 05/26/2009 Hauge,

[T Pending [0 Sick Leave  Tue 06/02/2009 &:00 AM 4r30PM B0 o Myrna Flu
. . . . 05/26/2009 Hauge,

[T Pending 1 Sick Leave  Wed 06/03/2009 8:00 AM 4:B0PM B0 G5lhssg Myrna Flu
. . . . 05/26/2009 Hauge,

[T Pending 1 Sick Leave Thu 06/04/2009 8:00 AM 4r30PM B0 o Myrna Flu

[ Pending [ Sick Leave Fri  06/05/2003 §:00 AM 4i3opM  gp 03/26/2009 Hauge,

09:02:258 Myrna

3 Delete Selected Requests

The Create/Edit Leave Request screen displays for the request you selected. Change the
information in the applicable fields and then click Submit.

If the original request had a status of Approved or Verified, the status will revert to Pending
and will appear on your supervisor’s home screen.
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Related Documentation

e Login and View eTimesheet
e Submit and Update a Timesheet
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