
[bookmark: B]Approving Time and Leave on Self-Service Dashboard for 
Bi-Weekly Employees

Accessing Time/Absence MSS Dashboard 
1. [image: ]Log in to the MyUW portal at http://www.wisc.edu. Click on the MyUW dropdown from menu at the top of the screen. then click MyUW Home.
2. [bookmark: _Hlk483844838]Enter your UW NetID and password. Then click the Log in button.
3. Click on Manager Time and Approval. Click on Time/Absence Dashboard. 
4. You may be required to enter a one-time password if you have other HRS 
access. 


Time/Absence MSS Dashboard – Absence Request
The Absence Request section displays pending Absence Requests needing supervisor approval. 
[image: ]
Reviewing Information
1. To see information about a specific request, click on the employee’s name, request details page will appear
a. Review or add a comment
b. Approve or push back the request 
a. If you push back a request, you MUST communicate this with the employee as they are not notified when an absence request is pushed back. 
c. The return button takes you back to the dashboard without taking an action


2. To see additional information for all employees on one page, click the View Details hyperlink.

Alert – Exceeds Current Absence Balance
If an employee’s absence request will result in a negative balance, a warning sign will appear in the Alert column.
NOTE: This does not prevent you from approving the request. If you have questions regarding an employee’s current leave balances, work with your Payroll Coordinator. 
Approve Request
1. Put a check mark next to the employee name(s) to take action on.
2. Click Approve
3. The requests will be removed from the list.

[image: ]


Time/Absence MSS Dashboard – Payable Time Approvals
The Payable Time Approvals section displays pending time approval requests for bi-weekly employees, based upon the criteria, including date range, in Selection Criteria.
· Managers should review and approve absences before reviewing and approving time reported.

· Managers should use the payroll calendars and set calendar reminders to review employee time that is reported prior to the start of the payroll calc process. 
[image: ]

Additional Information – including Timesheet
1. Click on the employee’s name to see information about time needing approval.
       •    Day by day breakdown of time
· Link to Timesheet
NOTE: The Timesheet will open in a new browser tab, close this tab to go back to the dashboard.
Having multiple browser tabs with the dashboard open will cause performance issues.
2. Click the View Details hyperlink to see additional information about time needing approval for all employees, including day by day breakdown and link to Timesheets.
Approve Time
1. Put a check mark next to the employee name(s) to take action on.
2. Click Approve
3. The time will be removed from the list.

ROUNDING RULES
Employees that are bi-weekly non-exempt are required to report hours in 15 minute increments. Below is a table that shows how the time should be rounded. 
	Rounding 
of Hours
	Minutes
	0-7
	8-22
	23-37
	38-52
	53-60

	
	Hundredths
	0.0
	0.25
	0.5
	0.75
	1.0







EDIT EMPLOYEE TIMESHEET
When a supervisor or manager sees edits need to be made to an employee’s submitted time or absences, take the following steps:
· Send an email to the employee to make edits to their timesheet prior to approving their time. 
· If the time has already been approved, the payroll coordinator needs to be notified of any changes needed. 
· Once edits have been made, the supervisor or manager may need to wait a few hours for the edits to update for approval.

Time/Absence MSS Dashboard – Payable Time Summary
NOTE: If you have approved time and absences on the dashboard, during this visit, click Refresh in Selection Criteria section to see these approvals reflected in the Payable Time Summary section.
[image: ]
• Only bi-weekly employees appear on this summary
• If no time has been entered by an employee, a dash will appear in the total payable time column.
[bookmark: E]
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 SUPPLEMENTAL RESOURCES

There are several KBs that provide online step by step instructions. Employees can use the below link to access the HRS KnowledgeBase.
https://kb.wisc.edu/hr
	KB Name
	Link

	Payroll Calendar
	Payroll Calendar Link

	Time and Absence MSS Dashboard
	https://kb.wisc.edu/hrs/page.php?id=81452

	Review and Approve Exceptions
	https://kb.wisc.edu/hrs/page.php?id=15567

	Comp Time Accrual
	https://kb.wisc.edu/hrs/page.php?id=16514

	Comp Time Usage
	https://kb.wisc.edu/hrs/page.php?id=16515

	Time and Absence Help
	https://uwservice.wisconsin.edu/help/time-absence/

	Time and Absence Video 
	https://uwservice.wisconsin.edu/docs/pd/mss-dashboard/index.html
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