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7KH�0RQWKO\�7LPH�5HSRUWLQJ�VFUHHQ�ZLOO�WKHQ�EH�GLVSOD\HG�IRU�HDFK�RI�WKH�XVHU¶V�HPSOR\HHV� 

 

 
 

The supervisor should check the hours entered and be sure Employee Confirm is ³Yes.´  The supervisor 

cannot confirm the timecard until the employee has confirmed. Once the employee has confirmed, the 

supervisor can FOLFN�RQ�WKH�³<HV´�LQ�WKH�6XSHUYLVRU�&RQILUP�GURS�GRZQ�ER[�DQd click or press enter.  If the 
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$�UHPLQGHU�HPDLO�ZLOO�EH�VHQW�WR�WKH�HPSOR\HH�DQG�WKH�HPSOR\HH¶V�VXSHUYLVRU�RQ�WKH�ODVW�ZRUNLQJ�GD\�RI�WKH�
month if the screen has not already been confirmed.  If the Time screen has not been confirmed, the employee 
and/or supervisor will continue to receive daily email reminders until the screen has been confirmed. 
 
The Time screen is created on the first day of the month and can be confirmed any time until the 10th of the 
following month. 
 
If an employee has not confirmed the screen and is out of the office the day the confirmations are due, the 
staff in the Academic Personnel Office can FRQILUP�WKLV�VFUHHQ�ZLWK�D�³3´�LQ�WKH�HPSOR\HH�FRQILUP�Vpace.  The 
Academic Personnel Office can also enter any hours that have not been entered.  If the supervisor has not 
confirmed the screen and is out of the office the day the confirmations are due, there are two options.  First, if 
there is another designated supervisor in the office, that person can do the confirmation.  Second, the 
Academic Personnel Office FDQ�SXW�D�³3´�LQ�WKH�VXSHUYLVRU�FRQILUP�VSDFH���,I�the Academic Personnel Office 
confirms the information, an email will be sent to the employee and/or supervisor, asking that person to 
confirm the usage.  If there are no changes, the employee can just reply to the email.  If there are adjustments 
WR�EH�PDGH��WKH�HPSOR\HH¶V�VXSHUYLVRU�PXVW�VHQG�DQ�HPDLO�RU�PHPR�WR�the Academic Personnel Office 

requesting a change. 
 

To confirm a timecard for another supervisor, FOLFN�RQ�WKH�FLUFOH�QH[W�WR�³&RQILUPDWLRQ�IRU�$QRWKHU�6XSHUYLVRU�´ 
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The user is required to enter the Pay Frequency and the name of the supervisor timecards are being 

confirmed for. 
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The Monthly Time Reporting screen will be displayed. 

 

 
 

After checking that the hours are correct, the supervisor should click on the ³<es´�LQ�6XServisor Confirm Box 

and click or press enter. The supervisor can then FOLFN�RQ�WKH�³1H[W (PSOR\HH´�ER[�to proceed to the next 

employee timecard. When all timecards have been confirmed, the supervisor can FOLFN�RQ�³6ignoff´�LQ�WKH�

upper right hand corner of the screen. 

 

The Overtime Confirmation by Fiscal Agent option is only to be used when confirming overtime for Bi-weekly 

employees. 
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The Review by Office Administrator option can be used by the designated department office administrator to 

check all the time records for the department. 
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The Monthly Reporting screen will be displayed. The office administrator can then check the timecards to be 

VXUH�WKH\¶YH�EHHQ�FRQILUPHG�E\�HPSOR\HHV�DQG�VXSHUYLVRUV� 

 

 
 
Confirmation by Alternate Supervisor is used to confirm an employeH¶V�WLPH�VFUHHQ�ZKHQ�WKH�HPSOR\HH¶V�
VXSHUYLVRU�LV�XQDEOH�WR�FRQILUP�WKH�VFUHHQ���&OLFN�RQ�WKH�³&RQILUPDWLRQ�E\�$OWHUQDWH�6XSHUYLVRU´�RSWLRQ���7KH�
Time Confirmation/Admin Review screen will be displayed.   
 
 
 
This will then automatically bring up all employees listed for the alternate supervisor. 
 
For questions concerning the Time Confirmation screens, please contact the Academic Personnel Office at 
298-2216 or email the office at AcademicPersonnel@wiu.edu.   
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