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Approving Time Entry
1. Log into myUMBC (http://my.umbc.edu)

a. Select the “Topics” heading
b. Select Human Resources & Finance

c. Under the PeopleSoft heading click  “Campus Solutions (HR & SA)”

d. If not accessing PS through myUMBC, simply enter the URL http://csprd-web.ps.umbc.edu
2. Enter your username and password

3. At the menu screen, navigate to the UMBC Time Entry Screen:  
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UMBC Time and Leave Processing>UMBC Time Entry
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4. At the Time Entry Page, you will enter your PS Department Number (5 digit number).  If you do not know the department number, enter the name of your department in the Description field.  Click yellow “search” button.

5. PS will take you to your department’s Time Entry screens.  You are able to view hours and leave entered for employees.  Compare Department Time Entry Report against supporting documentation (timesheets, one pay par forms, etc.) to ensure entries match.   Information is sorted in alphabetical order by paygroup.
6. Approvers have the ability to lock the time entry data so the Payroll Preparer may not alter the data while in the approval process.  To lock the data, simply click on the box marked, “Dept Mgr Locked for Review” to insert a check mark and click the Save button. This process will allow the Payroll Preparer to access the time entry data in view-only mode.
7. After you have completed the review process for time entry data, you will click on the box marked “Department Manager Approval”.  
8. A check-mark will appear in the Approval box.  You will then go to the yellow “Save” button and click.  PS has noted the approval of time for your department.   Once the box has been checked and the information is saved, access to Time Entry is restricted for the Preparer.*  Note:  If a check mark had been previously placed in the “Dept Mgr Locked For Review” box, you may click on the box to remove the check mark now that the data has been approved.
9. If you approve payroll for other departments, click the yellow “Return to Search” button.  When you have returned to the search screen, you will then repeat steps 4 through 7 to approve time for the additional departments.

10. To print the Department Time Entry Report (details of all time and exceptions entered for the pay period) navigate to:  UMBC Time and Leave Processing>UMBC Department Time Entry Rpt
11. To view/print actual calculated pay (based upon time entry updates) via the Gross Pay Report, navigate to:  UMBC Time and Leave Processing>UMBC Gross Pay Report
*If it is discovered that additional adjustments need to be made after time entry approval has occurred, and the deadline for Time Entry has not passed, the Approver may re-open Time Entry by clicking the checkbox, which will allow the Preparer to make adjustments.  Once the error has been corrected, the Approver must re-check the “Department Manager Approval” box, save the session, and exit Time Entry.   A complete copy of the Time Entry Manual is located on the PS Support Site (www.umbc.edu/peoplesoft/support/HR/tesupport.html) displayed under “Documentation” menu.
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