Approving Leave Using WebSMART

Log into WebSMART and click on the Employee tab or
Employee Services.
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You will see the Employee Menu where you can select Leave
Report. (Selecting Leave Report on the first page, takes you
directly to the next page, Time Reporting Selection.)
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m Employee Menu

Time Sheet

Far_gl “tepm employees to enter hours worked. For approvers to approve hours.
Leave Report

misTEEmployees to enter hours for vacation and sick leave. For approvers to approve hours.

RETURN TO MENU SITE MAP HELP EXIT

\j Benefits and Deductions
View your retirement plans, health insurance infermation, flexible spending accounts.

.:;) Pay Information
View your Direct Deposit breakdown; View your ings and Deductions Mistory; View your Pay Stubs.

@ TaxForms
Change W-4 Information; View your W-2 form; View California State Taxes

Time Off Current Balances and History

Update Emergency Contacts
Let us know who we should contact in case of emergency.

View Emergency Contacts
Human Resource Links
Links to CalSTRS and CalPERS retirement systems, IRS, California Franchise Tax Board.
Payroll Report Menu
Check View - Web Entry Appravers - Payroll Check Register
Emergency Text Message Contact Information
$ RT can send gency campus alerts, notifications and updates direct to your cell phone.
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The Time Reporting Selection page gives you the option of
entering your own leave or approving others’ leave. You can
also set up one or more proxies who will have the authority to

approve your employees in your absence. It is recommended
that you do this. |Another administrator can be set-up as proxy.
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Time Reporting Selection

Selection Criteria

My Choice
Access my Time Sheet:
Access my Leave Report: enter your own leave
Access my ¥ Leave Request
Approve or Acknowledge Time: @ approve others

Approve All Departments:
Act as Proxy: Self
Act as Superuser:

: Select <-—
Proxy Set Up m
]

RELEASE: 8.8

To set up a proxy, select the name of your proxy from a drop-
down list, click the Add box and Save. You may designate more
than one proxy.
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Proxy Set Up

Name Add Remove
[E—] 7
| save |
Leave Reporting Selection
RELEASE: 8.8
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Return to the Time Reporting Selection page, select Approve or
Acknowledge Time and then click on the Select button.

If no one in your department has opened his Leave Report for
the current period, you will see this message:
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Approver Selection

© You have no records available at this time. Please contact your Payroll Administrator if you have any questions.

RELERSE&:8.8

If at least one employee has opened his Leave Report, you will
see this Approver Selection page. Select the department you
approve and the leave period. Click on the Select button.
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Approver Selection

Leave Report

Department and Description My Choice Leave Period

1, 1038, Information Technology Sves @ MO, Oct 01, 2013 to Oct 31, 2013 -
Sort Order
My Choice
Sort employees' records by Status then by Name: @
Sort employees’ records by Name:
Select é_—
RELEASE: 8.8
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In addition to approving time for leave, some approvers also
approve time for part-time workers. In that case, the Approve
Selection displays both Time Sheet and Leave Report. Make the
appropriate selection by clicking on the radio button and then

pressing Select.
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Approver Selection

Department and Description My Choice Pay Period
1, 1036, Human Resources @ ST, Sep D1, 2013 to Sep 30, 2013 -

Leave Report

Department and Description Choice Leave Period
1, 1036, Human Resources MO, Oct 01, 2013 to Oct 31, 2013 =

Sort Order

My Choice
Sort employees' records by Status then by Name: @
Sort employees’ records by Name:

| Select é——
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The Summary page shows all records in your organization and
their current status (Pending, In Progress, Not Started or
Completed). The date by which records must be approved is
also displayed.
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Summary

* Click under Approve/Acknowledge or Return for Correction, and then click Save. For more detailed information, click the employee's name.

COA: 1, S.M.C.C.C.D.
Department: [
Leave Frequency: MO, Monthly

Leave Period: Oct 01, 2013 to Oct 31, 2013

Act as Proxy: Mot Applicable

Leave Period Leave Entry Status: Open until Nov 07, 2013, 11:59 PM
[ Change Selection

gn Prugress)
|Name and Title Total Days Total Hours |Total Units Cancel Other Information

GDO_ .00 2.25] .00 Comments
Leave Balance

GO0 E—— .00 52.50 .00 Leave Balance
Warning

GO0 .00 00| .00 Leave Balance

ot Started

T — y ition and Title jOther Infor

(lely | Extract

GO0 Extract

[l Extract

oo Extract

Goo— Extract

E- Extract

Pay Event Transactions

Action required by all approvers: 3
Time or Leave Transactions Approved or FYI: /]
Time or Leave Transactions Awaiting Approval or FYI: o
Total: 3
Total Days: .00
Total Hours: 54.75
Total Units: .00

_' Change Selection
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Employees, when entering leave, have the option of creating a
comment for their approver. You will know there is a comment
from your employee if you see the word Comments under

Other Information.

ERROR message will appear if your employee did not enter "0" in one of the boxes to
confirm employee did not take time off during the month. You must return the time
sheet so employee can enter 0.00 and submit again for approval.
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summary

\j,. Click under Approve/Acknowledge or Return for Correction, and then click Save. For more detailed Information, click the employes's name.

COA: 1, SM.C.C.CD.
Department: i

Leave Period: Oct 01, 2013 to Oct 31, 2013
Act as Proxy: Not Applicable

Leave Period Leave Entry Status: Open until Nov 07, 2013, 11:59 PM

Change Selection | [ Select All, Approve or FYI | [ Reset | [ Save

[Pending
D

Name, Position and Required Total Total Total Queue Approve or Return for iCancel Other Infor
itle Action Days Hours Units FYL Correction

GO Approve 00| 22.50 00| [Change Leave
nce
| Warning

GO04 Approve .00 12.00 00| Change Leave
Record

Leave Balance

GO Approve 00| 30.00 .00 Change Leave
Record

Leave Balance

[Tn Progress

Also under Other Information, is the option of changing the
employee’s Leave Report or checking on his Leave Balance. A
Warning indicates that the leave balance may be insufficient for
the number of hours on the time sheet.

At this time, you have the option of Returning for Correction
which will re-open the time sheet. You will have to inform the
employee of this action by phone or email. The employee can
correct his time sheet and again submit it for approval.
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Clicking on any of the links under Other Information will bring
up the Employee Detailed Information page. You will see the
employee’s Leave Report hours, his Leave Balances and any
Comments.
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Employee Detailed Information
L'k' To select the next or previous employee (if applicable), click either Next ar Previous.

[ possible Insufficient Leave Balance for Jury Duty.

Employee 1D and Name: Goo ] Department and Description: 1 1038 Information Technology Sves

Title: 10 Transaction Status: Pending

: Previous Menu | | Approve Return for Correction | | Change Record | | Delete Add Comment | | Next |

Leave Balances | Comments | Routing Queue
Leave Report
Earnings|Total [Total|T day | day,|TH day|Friday urday lay lay|T day i day,| Thursday|Frid: day it day|T lay if 1. Thursday|Fa
Hour i Oct 02, g v ’ v Oct 09, v v g . g Oct 16, g v
Oct 01, |2013 Oct 03, |Oct  |Oct 05, |Oct 06, |0ct 07, (Oct 08, 2013 Oct 10, |Oct  |Oct 12, |Oct 13,|0ct 14, [Oct 135, (2013 Ooct 17, [0
2013 2013 04, 2013 2013 (2013 (2013 2013 11, 2013 2013 2013 |2013 2013 1
2013 2013 N
Jury Duty| 22.5 7.5 7.5 7.5
Total 22.5 7.5 7.5 7.5]
Hours:
Total 0
Units:
Leave Bal. as of Oct 28, 2013
Type of Leave Hours or Days il il ginning Balance| Earned| Taken| i Balance
Bereavement/Tmmediate family Hours 0| Oct 01, 2006 1] 1] 0| o
CompTime Hours 0 Jul 01, 2005 0 0 0 0)
Jury Duty Hours 0] Oct 01, 2006 1] 0 [1] 0|
Leave No Pay Hours 0] Oct 01, 2006 [ 0) 0] 0|
Military Service Hours 0f Oct 01, 2006 0 0 0] 0
Sick Howrs 0f Jul 01, 2005 145 90| 19 216
Vacation Hours 0| Jan 01, 2006 65.74 30| 30 65.74

Comments e e N

]1 he trial has lasted longer than expected. I may have to report next Monday as well. 1 will let you know when 1 hear. |

Routing Queue

Name Action and Date

Originated Oct 28, 2013 10:17 am
Submitted Oct 28, 2013 10:21 am
Pending

[ Previous Menu Approve ] Return for Correction Change Record Delete ] Add Comment MNext

Leave Report | Comments | Routing Queuse

RELEASE: 8.8
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When you are satisfied that an employee’s leave entries are
correct, check the box labeled Approve or FYl and click on Save.
The employee’s leave balances will then be adjusted. (To
approve all of your employees in one step, click on the Select
All, Approve All or FYI button.)
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Summary

_’,, Click under Approve/Acknowledge or Return for Correction, and then click Save. For more detailed information, click the employee's name.
COA: 1, 5.M.C.C.CD.

Department: 1038, Information Technolegy Sves

Leave Period: QOct 01, 2013 to Oct 31, 2013

Act as Proxy: Not Applicable

Leave Period Leave Entry Status: Open until Nov 07, 2013, 11:59 PM

| Change Selection | | Select All, Approve or FYL || Resel

Pending
1D MName, Position and ired Total Total Total Queue lApprove or Return for [Cancel|Other Infor
Title Action Days Hours Units Status FYL Correction
GO Approve .00 22.50 .00 «} Change Leave
Record
Comments

Leave Balance
‘Warning

Approve .00 12.00 .00 L [Change Leave
Record
Leave Balance
Approve .00 30.00 .00 W Change Leave
Record

Leave Balance

[In Progress
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The Summary Page will now look like this example which has
records in three statuses. Three records are Completed
(approved), one is Not Started and five are In Progress.
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Summary

i.' Click under Approve/Acknowledge or Return for Correction, and then click Save. For more detailed information, click the employee's name.

COA: 1, SM.C.C.C.D.
Department: 1

Leave Period: Oct 01, 2013 to Oct 31, 2013
Act as Proxy: Not Applicable

Leave Period Leave Entry Status: Open until Nov 07, 2013, 11:59 PM

| Change Selection |
Name, Position and Title Total Days [Total Hours Total Units Cancel Other Information
00| 18.80| .00 Leave Balance
00| .00| .00 Leave Balance
.00| .00| .00 Leave Balance
00| .00 .00 Leave Balance
00| 15.00| .00 Leave Balance
Not Started
and Title Other Infor
ired ion|Total Days|Total Hours|Total Units|Queue pp or FYI|Return for Correction Cancel|Other Infor
00| 22.50 00\Approved [Comments
Leave Balance
Leave Updated
Warning
.00 12.00| .00|Approved Leave Balance
Leave Updated
00| 30.00| .00|Approved Leave Balance
Leave Updated

Pay Event Transactions

Action required by all approvers: 5
Time or Leave Transactions Approved or FYI: 3
Time or Leave Transactions Awaiting Approval or FYI: o
Total: 8
Total Days: .00
Total Hours: 98.30
Total Units: .00

| Change Selection |

RELEASE: 8.8
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To aid in approving your employee’s leave records, there is a
Banner report available called NQRLVCK, Leave Report Check
List. It is run through Banner Job Submission.

This report provides a list of employee names, the status of the
employee’s leave report and the hours that have been entered.
You can use this list to reconcile your employee’s hours with
what he requested. This will be helpful during that narrow
window of time between when the employee submits his
timesheet for approval and before the records are actually
approved by the approver.

A sample of NQRLVCK, Leave Hours Check List

NORLVCK 8.8 San Mateo County Community College District 02/18/2014
dedo Leave Hours Check List Page 1 of 1
Pay Year: 2014 Pay Id: MO Pay No: 2 Orgn: 1038

Name Id Status VACH SICK LVNFP BEREV JURY MIL COMP TOTAL

A G Hot Started 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
NHot Started 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
NHot Started 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
In Progress 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
In Progress 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
In Progress 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
NHot Started 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
NHot Started 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
In Progress 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
In Progress 3.00 0.00 0.00 0.00 0.00 0.00 0.00 3.00
NHot Started 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
In Progress 0.00 15.00 0.00 0.00 0.00 0.00 0.00 15.00
NHot Started 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
Not Started 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
NHot Started 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
NHot Started 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
Hot Started 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
In Progress 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00

Deadline to approve leave on the web is the 7th of the following month.
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