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Supervisor Guide
Manager Self-Service (MSS)

Once you have logged into ctcLink you will select HCM Self-Service. Then select Manager Self Service in the drop
down menu in the center of the homepage.

MSS HOMEPAGE

¥ Employee Self Service

Time Payroll Benefit Details

Last Pay Date 10/09/2020

On the MSS Homepage you will see the following tiles:
Approvals, Delegations, My Team, Team Time, and CTC Team.

¥ Manager Self Service

Approvals Delegations My Team

Team Time CTC Team

14 Exceptions




Approvals tile is where you will go to approve absences and timesheets.
Delegations tile is for delegating approvals to another supervisor when you are going to be absent.

My Team gives you access to several pieces of information for your employees including but not limited to: contact
information, leave balances, compensation, etc.

Team Time is a tile you can use to view timesheets and absences for employees. You can also request absences for
employees if they are unable to enter it before payroll deadlines. This tile is a good place to manage exceptions that
your employees may have on their timesheet.

CTC Team is the tile we recommend you use to view timesheets for accuracy. You can also submit time for
employees in this area. You can approve payable time here too if you haven’t done so in the Approvals tile.



Timesheets

Classified, Part-Time Hourly, and Student employees that you supervise will be submitting timesheets to you for
review and approval. You should review all timesheets for accuracy before approving. NOTE: Timesheets will not
show up for approval until the day after hours are submitted by employees. The exception is the last day of the pay

period. They should process every hour for approvals.

Classified Timesheets

There are several ways for you to review timesheets. The first is through the CTC Team tile.
Select Timesheet from the left side. Then click Get Employees.
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A list of employees that you supervise will appear for you to review. Click on the first employee to view their
timesheet. NOTE: Exceptions for Mitchell means that there are errors on the timesheet. Reported Absences for

Kazansky and Mitchell means they have submitted absences.

Employees For Viper Metcalf Totals From 10/05/2020 - 10/11/2020

F Q
Time Summary Demographics 103
2 Empl
Last Name First Name Employee ID Record Job Title
Biologist Maureen
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Bradshaw Goose 0
STU-STUDENT HELP

Dactyl Teri 0 PROGRAM MANAGER A

Kazansky Iceman 0 FISCAL TECHNICIAN 2
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Mine Bea 0

o
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0.00
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You can change the view to be either calendar period or by week. If you choose by week you can see if the employee

has entered the total hours for the week. After you choose the start day which should be a Sunday you will have to

hit the refresh symbol. <

Timesheet

Iceman Kazansky
FISCAL TECHNICIAN 2

Actions-

Select Another Timesheet

“View By | Week vl

Calendar Period
“Date Day
urs  40.00

From Monday 10/05/2020 to Sunday 10/11/2020 (®

Mon Tue Wed Thu
10/5 10/8 1017 10/8
1.50 8.00 8.00 8.00
6.50
Submit
Reported Time Status Summary Exceptions Payable Time
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Earliest Change Date  10/01/2020

Previous Week Next Week
Previous Employee  Next Employee

Print Timesheet

[ietions~

Select Another Timesheet

*View By

"Date | 10/04/2020
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Reported Hours

40.00

1O

The employee below worked 33.50 and took leave for 6.5 hours. Reported hours shows 40.00. After review click
Next Week to review the next week for this employee for accuracy.

Timesheet

Iceman Kazansky
FISCAL TECHNICIAN 2

Actions -

Select Another Timesheet
“ViewBy Week »

‘Date 10042020 [ ¥

From Sunday 10/04/2020 to Saturday 10/10/2020 &

Sun Mon Tue Wed

1004 105 1006 107
1.50 800 8.00
6.50

Submit

Reported Hours  40.00

Employee ID
Empl Record 0
Earliest Change Date  10/01/2020

Print Timesheet

;r;"l.: 1@ 10?:; Total Time Reporting Code
800 800 33.50 10 REG - Regular

Override
Reason




When finished you can click on Next Employee to view the next employee’s timesheet.

Iceman Kazansky Employee ID
FISCAL TECHNICIAN 2 Empl Record 0

Earliest Change Date  10/01/2020
Select Another Timesheet
"View By | Week v Previous Week  Next Week
“Date | 10/04/2020 — ~ Next Employee -

Reported Hours  40.00

From Sunday 10/04/2020 to Saturday 10/10/2020 (2
Sun Mon Tue Wed Thu Fri Sat . Override
1004 1015 1006 107 1008 109 10010 olal ifoe Bspacting Coda Reason 8
1.50 800 800 8.00 800 3350 10 REG - Regular ~ Q 1

6.50 6.50 CSL- Compensable Sick Leave

Submit

You should communicate with employees that have errors on their timesheet to correct and resubmit.

Below is an example of a timesheet with errors.
1. You cannot enter zero hours on a timesheet. This employee has 0.00 on the Compensatory Time Earned line.

NOTE: The employee will receive a warning of this error. If it is not corrected the employee will not be paid.
2. This employee entered vacation leave and time worked on 10/09 which is too many hours.

Empioyee 1D
Empl Record 0

FISCAL SPECIALIST 1
Earliest Change Date 100572020

Select Another Timesheet
“ViewBy Week
“Date 10042020 [&) ¥

Reported Hours 4500

rom Sunday 10/04/2020 to Saturday 10/10/2020 2
Sun Mon Tue Wed Thu Fri Sat . Override
1014 1018 10/6 107 1008 109 1010 Total Time Reporting Code Reason
200 000 000 000 000 000 200 | 30 CTE - Compensatory Tume Eamed v Q
8.00 800 800 800 800 4000 | 10 REG - Regular v Q
3.00 300 VAC .- Vacaton
Submit
1. This timesheet has Personal Holiday and Overtime submitted on the same day.
2. They are missing hours on 10/15.
Reported time on or after 10/16/2020 is for a future period.
From Sunday 10/11/2020 to Saturday 10/17/2020.2
Sun Mon Wed Thu' Fri Sat i Override
1014 1012 1014 10115 10116 10017 Total} Tine Reporting Code Reason
1.50 | 20 OVT - Premium Overtime ~ Q
10.00 8.00 400 2200 | 10 REG - Regular v a

8.00 PHL - Personal Holiday Pasd

Submit




Continue to scroll down on this screen and you can view if your employee has a Leave/Compensatory Time balance.
Remember employees must use comp time before vacation in most cases.
You can click on View Detail to view when it was earned and taken.

Reported time on or after 10/16/2020 is for a future period.

From Sunday 10/11/2020 to Saturday 10/17/2020 &

Sun
10111

Submit
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5 Q
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8.00
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You can also click on Payable Time to view the status of submitted time.
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!
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Needs Approval
Needs Approval
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Quantity

10.00

1.50

8.00

4.00




After you review an employee’s timesheet and everything looks correct you can approve timesheets from the CTC
Team tile or you can use the Approvals tile. In the CTC Team tile just click on Approve Payable Time on the left side
of the screen. Then click Get Employees. A list of your employees will be at the bottom of the screen.

< Manager Self Service CTC Team

Timesheet "
© Approve Payable Time

1 Approve Payable Time prrove Time for Time Reporters 1

] Absence Requests * Employee Selection
& Overtime Requests Employee Selection Criteria Get Employees
: Selection Criterion Selection Criterion Value =
2 Assign Work Schedule Clear Criteria
Time Reporter Group Q
w Review MSS Transactions Save Criteria
Employee ID Q
Empl Record Q
Last Name Q
First Name Q
Business Unit Q
Job Code Q
Department Q
Supennsor ID Q

After you click on your employee this screen will open and you can select the days you want to approve. DO NOT
click Deny or Push Back. These features do not work properly at this time. If an employee has an error on their
timesheet you will need to communicate with them to correct their time. You can click approve from here or go to
the Approvals tile.

Approve Payable Time
Maverick Mitchell Employee ID

FISCAL SPECIALIST 1 Employment Record 0

Start Date  09/20/2020
End Date  10/25/2020

Approval Details @

H Q 1 i3~ View Al
Overview Time Reporting Elements Cost Task Reporting Elements | |»
Time
Select Date Reporting Status Quantity Type Accounting Date Adjust Reported Time
Code
10716/2020 REG Needs Approval 6.25 Hours D Adjust Reported Time
101972020 REG 8.00 Hours ﬁ Adjust Reported Time
10/20/2020 REG 8.00 Hours | Adjust Reported Time

Select All

Approve

Return to Approval Summary




Another way to view employee timesheets is to use the Team Time tile.
Under Timesheet on the left side click on Enter Time and then click Get Employees.

< Manager Self Service Team Time \

o Timesheet ~ Enter Time

raRge the search criteria or Get Employees to apply the default Manager Search Options.

Time Summary Get Employees

© Report Time

@ Payable Time

8! Leave / Comp Time
Illl Request Absence
P! Cancel Absences
P* View Requests

! Absence Balances

(3 Manage Exceptions

This will give you a list of all your employees. It will also show any that have exceptions. Just click on the employee
you want to view.

Enter Time
Select Employee

MName/Title Exceptions Hours to be Approved

Maureen Biologist
WS-OFFICE ASSISTANT

Goose Bradshaw
STU-STUDENT HELP

Teri Dactyl
PROGRAM MANAGER A

Iceman Kazansky
FISCAL TECHNICIAN 2

Bea Mine
MANAGER

Maverick Mitchell
FISCAL SPECIALIST 1 @




This view is a little different because it starts with the beginning of the pay period not the beginning of the week. But
you can scroll through the weeks to view the entire timesheet.

Enter Time

Maverick Mitchell (=
FISCAL SPECIALIST 1

Ret

& Previous Next 2

[l 1 October - 15 October 2020 b
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Scheduled B8.00 | Reported §2.50
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Week10f3 »
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The best way to view in Team Time is to use the Time Summary option under Timesheet. This will give you the same
list of employees and you select the one you want to view.

o Tineshieet ~  Time Summary
Enter Time Use filters to change the search criteria or Get Employees to apply the default Manager Search Options
Time Summary - Get Employees l Filter ‘
© Report Time
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When it first opens it will show the entire pay period. But you can change the view by selecting weekly.

Time Summary
Maverick Mitchell &

Reguiar - & Hours Fiegulsr - & Hours

Vacaton - 3 Hours

Personal Hobiday Paid - 8 Hours

Previous Next
FISCAL SPECIALIST 1 & >
Returm to Seloct Emplo
*View By | Pericd - 4 1 October - 15 October 2020 3
Bi-Weekly | Scheduled 88.00 | Reported 92.50
Monthly
e Reported Time Payable Time View Legend
| Weekly |
Thursday Friday Saturday Sunday Monday Tuesday Wednesday
1 2 s 5 & 6 Ao 7
Regular- 6 Hours Regular - B Hours Compersatory Teme Eamed - 0 Hours Compensatory Time Eamed - 0 Mours Ceenpensatory Time Eamed - 0 Hours
Reegular - § Hours Rgular - § Howrs Regulas - & Hours
Scheduled § Mours Scheduled & Hours Scheduled & Hours Scheduled & Hours Scheduled: 8 Mours
Fieparted. & Hours Reported: 8 Howrs Fieporied: & Hours Raparted: 8 Hours Raported: & Hours
u i B AE 9 12 |@ 13 14
Compensatory Time Eamed - 0 Hours. Compensatory T Eamed - 0 Hours Fiegular - 10 Hours. Premium Overtime - 1.5 Hours Regular - § Hours
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Schedded & Hours
Reporied. 4 Hours

Schedulee & Hours
Reported: 8§ Howrs

Seheduled 3 Houry
Reportect § Hours

This will give you the week view starting with Sunday of each week. You can then scroll through each week to view

the timesheet.
You will notice the red triangle on the days that have errors.

Time S y 4 October - 10 October 2020

Maverick Mitchell =)

FISCAL SPECIALIST 1 & — &

Retumn to Select Employes
“View By = Weekly ~ 4 4 October - 10 October 2020 »

Scheduled 40.00 | Reported 45.00
v | Fitters Reported Time  Payable Time View Legend
Sunday Monday Tuesday Wednesday Thursday Friday Saturday
4_( A ) @ 6| 4 7 || 8 AW 9
Caompentatory Teme Earmed - 2 Hours. feaatory Tume Eamed - O Howrs saory Time Eaened - 0 Howrs, L= 0 Hours c Tene Eamed - 0 Hours. Compensatory Tene Eamed - 0 Howrs.
Reguiar - 8 Hours Regular - 8 Hours Regutar - & Hours Reguiar - 8 Hoars Reguiar - 8 Hours

Off Day Vacation - 3 Mours.
Schedulea OfF Scheduled § Hoers Scheduied B Houty Scheduled 3 Hours Scheduled § Houry Scheduled § Hours
Reported: 2 Hours. Reporied: 8 Hours Reporied & Hours Reporied & Hours Reported & Hours Reparted: 3 Hours




When you click on a day it gives information on the bottom of the screen on what is being reported. In this example
October 9" has 11 hours reported. It also states that Time Reporting Code Compensatory Time Earned is 0 hours.
That is what is causing the error. You can then click on Actions and got to Edit Time or Manage Exceptions. You
should first tell your employee to fix the errors on their timesheet and resubmit. (They should have received a

warning when they submitted their time.) If an employee is unable to correct the errors before the payroll deadline
you can click Edit Time and make the corrections.

“ViewBy | Weedy ~ 1 4 October - 10 October 2020 »
Scheduled 40.00 | Reported 45.00
Y Reported Time Payable Time ow L
Sunday Monday Tuesday Wednesday Thursday Friday Saturday
4 i 5 i & | & 7 B AW 9
Compensatory Time Earned - 2 Hours Compansatory Time Eamed - O Hours Compensstory Time Esmed . 0 Hours Compensatory Time Esned - 0 Hours Compensatory Time Eamed - 0 Hours | Compensatoey Tiene Eamed - 0 Hours.
Regular - § Houn Reguiar - 3 Houry Reguiar - § Hours Regala - § Houns Rogular - § Hoery
Off Day | Vacation - 3 Hours
Scheduled: O Scheduled: § Hours Schecused: § Hours Scheduled: 8§ Hours Scheduled: & Hours Scheduled: § Hours
Repaorted. 2 Hours Reporied. § Howrs Reported & Hours Reported: § Hours Repaorted. & Hours Reporied: 3 Howrs
More Actions
ﬂ Edit Time
Manage Exceplions
OCTOBER Total Reported: 11 Hours .
Time Reporting Code: Compensatory Time Eamed - 0 Mours, Regular - 8 Hours, Vacation - 3 Hours
9 —_— | Aot
Friday

Leave/Comp Time and Manage Exceptions can also be viewed in Team Time.

« Timesheet A~ Time Summary
i Enter Time Use filters to change the search criteria or Get Employees to apply the default Manager Search Options.
1I Time Summary Get Employees | Filter |

© Report Time

_@ Payable Time

]! Leave / Comp Time

I} Request Absence
I Cancel Absences
IP* View Requests m

B! Absence Balances

(9 Manage Exceptions




The Manage Exceptions area is another place where you can view errors on timesheets. Below you will see that the
list shows that Maverick Mitchell can’t have QTY zero.

‘ < Manager Self Service Team Time
o Timesheet v Manage Exceptions
v Fix (5) Allow (0) All(5)
@ Report Time
Exceptions
() Payable Time
TL
||} Leave / Comp Time High
Maverick Mitchell N ,
il Request Absence TLX01560 - QTY cannot be zero 1010572020
IP! Cancel Absences Maverick Mitchell High
TLX01560 - QTY cannot be zero 10/08:2020 ’
IP* View Requests = =
Maverick Mitchell High
i) Absence Balances TLX01560 - QTY cannot be zero 10407/2020 »
(3) Manage Exceptions Maverick Mitchell High
m TLX01560 - QTY cannot be zero 100872020 >
Maverick Mitchell High
TLX01560 - QTY cannot be zero 1000912020 ’

Click on a day and it will show you the error. Then if you click on the little arrow next to the employee’s name you
can go directly to the timesheet.

Actions x Team Time

Maverick Mitchell @ Request Absence

FISCAL SPECIALIST »
Return to Manage Exceptiol Assign Schedule
‘ View Timesheet Monday, Oct 5, 2020

Submitted Time
Approve Overtime

+ Elapsed Punch
Leave Balances

Approve Absence Regular 8.00 Hours 3

Compensatory Time Earmed 0.00 Hours >
Total 8.00 hours

Exceptions

m TLX01560 - QTY cannot be zero High




Hourly and Student Timesheets

Hourly and Student timesheets have a place to clock in, out for lunch, in from lunch, and out for the day. If an
employee does not take a lunch then they must only use the first In and the Out area to enter times. All hourly and
students must enter start and end times. A student can enter multiple rows for one day by clicking the plus sign on
the far right of the timesheet.

You can view their timesheets in either CTC Team or Team Time tile.

Below is the view from the CTC Team tile, Timesheet, Get Employees. You notice they have exceptions. This is a
Work Study employee. Most exceptions are because they chose the wrong Time Reporting Code. All Work Study
employees have to choose either Federal, State or WorkFirst Work Study. Employees that are eligible for both
Federal and State must choose State first. Once those funds are used they can choose Federal. It is very important
that the correct Time Reporting Code is selected or the employee won’t be paid.

Timesheet

Maureen Biologist Employee ID
WS-OFFICE ASSISTANT Empl Record 0

Earliest Change Date  10/01/2020

Select Another Timesheet
“ViewBy = Week v
ik

“Date 100572020

Reported Hours  19.00

!

From 10/05/2020 to 10/11/2020 (2

Comments Day Date Em!d Exception In Lunch In Out p‘."rg:: Time Reporting Code
Mon 105 12.00:00PN 4:00:00PM 4.00 10 FWS - Federal Work-Study b
Tue 108 Submitted 12.00:00PN 4.00:00PM 4.00 10 FWS - Federal Work-Study w
Wed 107 12.00:00PN 4.00:00PM 400 10 FWS - Federal Work-Study -
Thu 108 Sut 12.00:00PN 4.00:00PM 400 10 FWS - Federal Work-Study ~
Fri 10/9 r 1-:00:00PM 4:00:00PM 300 10 FWS - Federal Work-Study ~

Sat 10010




This is the view from the Team Time tile, Timesheet, Enter Time, Get Employees. Notice the red triangle for the

exceptions.
DO NOT use the quantity box.

Hourly and Student employees must enter In and Out times only.

Enter Time

Maur

een Biologist

FICE ASSISTANT
o Select Employe

Day Summary In

Thursday

o] 12:00:00°M
Reporied Y00 /Scheduled 8.00
s
u 2 Friday
1:00:00P,
Ot Reported 3 00} Scheduled 8.00 ®
i
Saturday
f0.00 IScheduled 8.00 @
04 —
PT— ®
Oct eporied 0.00 /Scheduled B.00
05 Monday
® | 120000°M
et Reporied 4.00 /Scheduled 8.00

Lunch

1 October - 15 October 2020
Semi-Monthly Period
Scheduled 12000 | Reported 3000

4.00.00PM

4.00.00PM

4.00.00FI

Time Reporting Code Quantity

10 FWS - Federal Work-Study v

10 FWS - Federal Work-Study v

10 FWS - Federal Work-Study +

Time Details

Comments

Previous Hext
Clear Submit
Reported Status.

In the Team Time tile you can click on Manage Exceptions and view the errors you are getting on that student
employee timesheet. This shows that the Incorrect Work Study TRC reported.

Manage Exceptions

v Fix (14) | Allow (0)  All(14)

Exceptions
Maureen Biologist
CTC00003 - Incorrect Work Study TRC Rptd

Maureen Biologist
CTC00003 - Incorrect Work Study TRC Rptd

Maureen Biologist
CTC00003 - Incorrect Work Study TRC Rptd

Maureen Biologist
CTC00003 - Incorrect Work Study TRC Rptd

Maureen Biologist
CTC00003 - Incorrect Work Study TRC Rptd

Maureen Biologist
CTCO00003 - Incorrect Work Study TRC Rptd

Maureen Biologist
CTCO00003 - Incorrect Work Study TRC Rptd

High
10/01/2020

High
100272020

High
1010512020

High
10062020

High
10/07/2020

High
10/08/2020

High
1000872020




Absence Requests

Managing absence for your employees can be done in Team Time. You can enter requests for you employees. But
DO NOT cancel a request. If you cancel you will not be able to correct and resubmit an absence for that day on behalf
of your employee. Your employee will not be able to correct and resubmit either. Always have your employee
cancel the request so they can adjust their time. You can also review balances for employees in this area.

< Manager Self Service Team Time

< Timesheet ~ Enter Time

Enter Time Use filters to change the search criteria or Get Employees to apply the default Manager Search Options.

Time Summary Get Employees | Filter |

© Report Time
@ Payable Time

|8 Leave / Comp Time

ll Request Absence
P! Cancel Absences
f* View Requests

§! Absence Balances

(@ Manage Exceptions

Approvals Tile

This is where you will approve absences and payable time for your employees after you have reviewed timesheets in
either CTC Time or Team Time.

Pending Approvals
View By | Type v -
@ m 3
Al I rows.
Il Avsence Request 2 Absence Request 130 Personal Holiday, 8 Hours Routed
Maverick Mitchell 101372020 022020
(2 Payable Time : Absence Request 130 Vacation Leave, 3 Hours Reuted
Maverick Mitchell 100972020 101122020
Payable Time Cuantity for Appeoval 42 5 Hours Routed
Maverick Mitchell 1040172020 - 101572020 1032020

Select Absence Request on the left side and then you will only have a list of absences. Click on the absence you
would like to view for approval.

View By | Type v -
.
@ A 3
Absence Request
|.[ Absence Request 2 Absence Request 130 Personal Holiday, 8 Hours
@ Maverick Mitchell 10/13/2020
s 1
iy REeTaieltne Absence Request 130 Vacation Leave, 3 Hours

Maverick Mitchell 10/09/2020




You can add comments and click Approve. DO NOT CLICK DENY!!! (This makes it impossible for the employee to
correct the absence and resubmit.) Communicate with your employee that leave is not approved and have them
correct. Or you can choose to click the Pushback button and enter comments. It is important to have other
communication with your employee so they know to correct the absence.

Maverick Mitchell

ol ol QR s
Absence Details
Absence Name 130 Personal Holiday Reason
Start Date 10/132020 End Date 10/132020
Current Balance 800 Hours @ Disclaimer Duration & Hours

« Requester Comments
There are o requester comments

Once you click Approve or Push Back a box will open where you can add comments if you haven’t already entered
comments on the screen.




Payable Time Approval

Click Payable Time on the left side and it will list all timesheets that need approval. Click on the arrow on the far
right of the employee and it will open up with a breakdown of time.

€ Manager Soif Service 'ending Approvals HE G
ViewBy = Type - Approve Deny
.m--
Payable Time 1 raw
W Absence Reuest
Payable Time Cuaantity for Approval 42 5 Hours. Routed
) P [ e
@ Payadle Tme Maverick Mitchell 10012020 - 107152020 1032020

Approver Comments /

You can select which days you want to approve. Or if you have reviewed the timesheet in CTC Team or Team Time
you can click the box at the top and it will select all. You can then click Approve and a box will open where you can
add comments if needed. DO NOT CLICK DENY!!! (Doing this has resulted in employees being paid incorrectly!)
Communicate with your employee and let them know the corrections that are needed.

Maverick Mitchell
FISCAL SPECIALIST 1 Ul
=] 8 lines) are pending your approval
Summary
Quantity for Approval 425 Hours

Time Perlod 1000172020 - 101152020

w Payable Time Details

Pending A
Brows
Select Report Date Time Reporting Code Quantity
1001720 REG - Regular & Hours
100220 REG - Regular 8 Hours »
100320 REG - Regular 2 Hours
100420 CTE - Compensatory Time Eamed 3 Hours
1012720 REG - Regular 10 Hours »
1013720 ONT - Premium Cvertime 1.5 Hours
1014720 REG - Regular & Hours >
101520 REG - Regular 4 Hours >

Approver Comments




TIPS:

If you approve hours on a timesheet and your employee later makes changes you will receive a negative approval.
Please approve these negative amounts. This is removing the original hours. Then you will need to approve the new
hours.

NEVER click DENY!!!!

Set reminders on your calendar for payroll deadlines. The payroll schedule can be found on the LCC website. Please
remember that you may be asked to approve something by payroll after the deadline. If you aren’t responding to
emails Payroll may call your personal phone. If we don’t get a response we will reach out to your supervisor or Vice
President for assistance.

If you are going to be absent around payroll deadlines please Delegate your approval authority! Make sure you
communicate with the person you are delegating so they know to expect requests. Also email Payroll with

delegation information so that we know who to contact if there are any issues with absences or timesheets.
Unfortunately, there is not a way for Payroll to see delegation authority.

Delegations

This is where you can assign another supervisor to approve absence and time for your employees while you are out
of the office.

You will enter start and end dates and comments. However, please have a conversation with the person you are
giving authority so you they are aware and available.

Next you will select a supervisor. Click on Add Delegate. Please be aware that when you open the list there may be
names from other colleges. Confirm you are choosing the correct employee.

Then you will have to choose from a list of transactions that the supervisor can do while you are away. It is easiest to
select all.

The final screen is there for your review. If it looks correct click Submit.



