Quick Reference Guide:
Quick Reference for Employee Self Service Time Entry:
CLASSIFIED EXEMPT & CLASSIFIED NON_EXEMPT EMPLOYEES

1. Access LeoOnline at: http://www.leoonline.odu.edu
2. Upon entering into the system, select the Enter LeoOnline News and Secure Area link at the top of the page list,

then scroll to the bottom of the page and click Enter Secure Area.
3. Login using your Midas credentials. You will then be redirected into the Employee Dashboard to access the

timesheet portal.
4. From the Main Menu page (see below), click Employee,

Main Menu

@ personal Information
Update Addresses or Cantact Infarmation; Review Name or Social Security Number Change Information; Change PIN; View MIDAS User ID and University Identification Number (UIN).
@ Admissions, Registration, Student Records, Graduation Information
Check Admissions Application Status and Transfer Credit Evalustion; View Holds: Register for Classes; Display Class Schadule; Review Charges and Payments; Display Grades or Transcripts. Check Graduation Information.
@ Financial Aid
Apply for Financial Aid; Review the status of your financial aid applications; Check status of document requirements; Review loans.
@ Faculty & Advisors

Enter Grades and Registration Overrides, View Class Lists and Student Information

@ Employee d—
Benefits, Leave or Job Data; Pay Stubs, W2 and W4 data.
@ Finance
Create or Review Financial Documents, Budget Information, and Approvals.
@ Proxy Access
Assign and maintain access for others to view your information. E“‘]ployee
@ Make a payment on account, sign up for e-Refunds and/or sign ug
You vill be redirected to a secure site to make your payment or set up an electronic

@ Alternate Searchable Schedule

@ Time Sheet
Then Employee SeIfService to open the ¢ gllaasiis:isnenu for items under pmgeP_MainMnu except time sheet.
Employee Dashboard: @ Employee Self Service

RELEASE: 8.9.1

5. Once in the Employee Dashboard, select Enter Time (as highlighted below).

[EBE)  Personal and Family Leave-VSDP In XD compensatoryLeave in hours [ 36,00 ]
haours
EED  ovemme Leave In nours Community Service Leave in hours [ 16.00]
Full Leave Ralance Information
-~

A My Activities

Erner Time

Deductions Histary

v

Approve Tima
b Approves Lesve Repor
- Effort Cernfication
v
-
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Quick Reference for Employee Self Service Time Entry:
CLASSIFIED EXEMPT & CLASSIFIED NON EXEMPT EMPLOYEES

6. After selecting Enter Time, you will notice the next timesheet available for editing/entering. Users now have the
option to view the timesheet by pay period or by the month. Users may also view prior pay periods.

5 @ ellucian

Employes Dashboard LI

Timesheet

Approvals Timesheet Leave Regort

| Pay Ferind v

Pay Perioa Heurs/Unies submited On Status \

FINANCIAL SVCS SPECIALIST I, D0536A-00, U, 1CLOO. FINAMCE OFFICE =T} Prior Periogs

CE/I020 DTN Mot St Start Timaesheet
rnployes Dashbpard « Tirmesheel
Timesheet
Approvale Timesheet Leawe Hepor: \
| Pay Perin o
Py P Hsurailmits bt Cn Satus

FINANCIAL SWCE SPECIALIST I, 03536400, U, 10000, FINANCE OFFICE

DA 52000 - DN R0RD (&~ Siprt Timeshaes

7. Once ready to enter time or leave into the timesheet, select Start Timesheet from the options list and begin

entering.
% ©@elucian ¥ g
Employee Dashboard « Timesheet
Timesheet
Approvals Timesheet
Pay Period v
Pay Period HoursiUnits Submitted On Status
) Priar Perio

Not Started Start Timesheet
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@ ellucian E- Y

Employee Pay e Sl MELL CuEe EPECIALIST |, 00536A-00, U, 1CLOO, FINANCE OFFICE ® Timesheet successfully created.
FINancia|  Period iy List of Approvers  |ance office PC—
09/10/2020 -’ 09/24/2020 0] E =ss  Submit By 11/30 0, 10:00 AM
SUNDAY \ TUESDAY WEDNESDAY THURSDAY FRIDAY SATURDAY]
Comments 11 12
< >

@ Add Earn Code

Earn Code

Select Earn Code v

Exit Page Cancel Save Preview

8. After entering into the timesheet, users will scroll to the right to see each day in the current pay period. The specific
day you are currently on is highlighted in a dark blue color. Users will use the dropdown menu to select the correct
Earn Code and enter hours worked or leave taken for that day.

] allucian ;

0512020 - 05/24 020 |‘ nProgress  Subrmit By 05/26/2020, 10:0D AM
SLINDAY MONDAY TUFEDAY WEDNEENAY THURSDAY FRInY SATURNAY
17 18 P 22 23
) Acd Earn Coda
Earn Code Hours
Rogular Pay w
Exit Page Cancel Save Praviess
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Quick Reference for Employee Self Service Time Entry:
CLASSIFIED EXEMPT & CLASSIFIED NON EXEMPT EMPLOYEES

9. Use the dropdown menu to see which Earn Codes are available to you.

5 @ ellucian

* 3
Employee Dashboard - Timesheet - |
| -
04/25/2020 - 05/09/2020 0] InProgress  Submit By 05/22/2020, 10:00 AM
SUNDAY MOMNDAY TUESDAY WEDNESDAY THURSDAY FRIDAY SATURDAY
26 29 30 1 2
L4 ?
() Add Earn Code
Earn Code
Select Earn Code A
|annual Leave Taken
SICK LEAVE - GENERAL
Personal/Family LV Taken [PRS)
Compensatory Leave Taken
Exit Page G Save Preview
10. After selecting the correct Earn Code, enter the appropriate hours worked or time taken, then select Save.
I @ ellucian * 2 1

Employee Dashboard  Time Enury Approvals - [ ® Timesheet successtul reate

05/10/2020 - 05/24/2020 (i)

InProgress  Submit By 05/26/2020, 10:00 AM
SUNDAY MONDAY TUESDAY WEDMESDAY THURSDAY FRIDAY SATURDAY
17 18 21 22 23
(2 Add Earn Code
Earn Code Hours
Regular Pay hd B
Exit Page Cancel Save Preview
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PLEASE NOTE: If you need to add an additional Earn Code for the same day worked, select Add Earn Code, followed
by the appropriate Earn Code located in the dropdown menu. Then add the hours for that particular Earn Code.
Holidays will now automatically appear on the timesheet.

The name of all University holidays will appear on the timesheet; however all Classified Non-Exempt Employees are
still required to enter an Earn Code to record hours for the Holidays.

i @ellucian

Employee Dastbaars + Time iy Avprols -

05/10/2020 - 0S/24/2020 | 4.00 Hours () 1 Frogress SuBmit By 05/26/2020, 10:00 AM
SUNDAY MONDAY 1UL=DAT WLDNL=DAY THUS0AY HRIDaY SATURLAY
17 18 3‘1 2 23
< >
(T} Add Earn Code
Regular Pay (5 4.00 Huurs ra |
Taotal: 4.00 Hours Agcount Distribution
Eam Code Heowrs
Annual Leave Taken - 4
Exit Page Cancel Save Preview
11. To delete an earn code, select the Delete Button:
i @ellucian % g
Employee Dashboard Timesheet « FINANCIAL SVCS SPECIALIST |, 00536A-00, U, 1CLOO, FINANCE OFFICE
FINANCIAL SVCS SPECIALIST 1, 00536A-00, U, 1CL0OO, FINANCE OFFICE
08/25/2020 - 09/09/2020  5.00 Hours (i) Progress  Submit By 09/10/2020, 10:00 AM
SUNDAY MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY SATURDAY
25 28 29
5.00H
< >
@ Add Earn Code \ el
Earn Code
Select Earn Code v
Exit Page Cancel Save Preview
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12. Repeat steps 7-11 above to complete entering hours/leave taken for the remaining workdays in the pay period.
Then select Save.

] @ Timesheet data successfully saved.

nProgress  Submit By 05/26/2020, 10:00 AM
TUESDAY WEDMNESDAY THURSDAY FRIDAY SATURDAY
19 20 22 23
Hours £.00 Hours >
() Add Earn Code
Vs
Total: 8.00 Hours Account Distribution

Preview

13. PLEASE NOTE: You will notice three editing buttons at the bottom of the screen. See below for a description of what
each allows users to do in the system: _»* =1

.
MNOTE: click here if you need to edit your hours after you have saved them

MOTE: click here to copy to another day

MNOTE: click here to delete the entry from that day (it will warn you and ask you to confirm this

action)
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CLASSIFIED EXEMPT & CLASSIFIED NON EXEMPT EMPLOYEES

14. After entering Earn Codes, users will also notice the Account Distribution link, which shows users home Department

Budget information.

“ S ] & Old Dominian University [US]  hetps:xessh.pprds.odv.edu 7003/ Employeaselfsendcessshytimetntrys; teappstimasheat calendar/8 1671

i @ ellucian

Employee Dashboard « Timesheet « FINANCIAL SVCS SPECIALIST I, 00536A-00, U, 1CLOD, FINANCE OFFICE

¥ Restart Time {0} Leave Balances

FINANCIAL SVCS SPECIALIST I, 00536A-00, U, 1CLOO, FINANCE OFFICE

n Pragress  Submit By 11/30/2020, 10:00 AM

08/25/2020 - 09/09/2020  5.00 Hours (i) (=
X | saTURDAY

SUNDAY Account Distribution
]Db Title: FINANCIAL SYCS SPECIALIST |, 005836400, U, 1CL00, FIN&MCE OFFICE
< Personal/Family LV Taken (PRS) >

Shift 1: 5.00 Hours
| —

Current Account Distribution

Chart of A ts: U —~
Personal/Family LV (¢ art of Accounts f 0 =
Taken (PRS) Index Fund Organization Account Program Activity Lecation Project Type Cost Type
11001 TCLOD 4002 162
Becount Distribution
Exit Page Cance Save Preview

15. To copy hours onto multiple date selections within a pay period, you may do so day-by-day or throughout the end
of the pay period. Select either Copy to End of Pay Period or Copy Day-by-Day. If users select to copy hours through
the end of the pay period, the selection starts from the current day selected and posts on each subsequent date.

Edit as needed on each individual day’s selection.

Employee Dashboard « lime Entry Approvals _ ® Al entries, including Time In and Out data,
hours, and Account Distribution override
_ changes you have made for this earning code
will be copied.

05/10/2020 - 05/24/2020 16,00 Hours (i) =
SUNDAY MONDAY TUESRAY WEDHESDAY THURSDAY FRIDAY SATURDAY
17 18 19 22 23
< 800 Hours
Copy Time Entry b
Regular Pay : 8,00 Hours (U5/20/ 2020, WELNESDAY] Pay Period: 05/10/2020 - 05/24/2020
select Options - .
SUN MON Ue ED =U HI L)
| Copyto the end of rind 1" 12 13 14 iF] 1%
Regular Pay e || copy pay pe /s 0
18 1 = 2z 3
1 Hour fours | Account Distribution
2
Cancel
Exit Page Cancel Save Preview
7|Page
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16. To copy specific days information instead of the entire pay period, select the Copy button and highlight the day you
wish to copy.

Employes Dashboard = Timesheet « FINANCIAL SVC5 SPECIALIET |, 005364-00, U, 1CLOD, FIMAMCE QFFICE

FIMAMCIAL SWCS SPECIALIST I 00536A-00, U, 1CLO0, FINANCE OFFICE

V2020 - 1052402020 2400 Howrs (i nFropees SUBIMIE By 1002602020, 0500 PM

DA IIO8Y BACRIDEY LES DY

K THURS e ~RICay ZATURLDAY
11 12 13 14 -] 1L-] 17
¢ aurs BN Hours }
(® Ackd Baem o \
Anrual Leave Taken (2000 o /‘l
Todal: K00 Hisirs Aot DisLiiburio

Exlt Page

Aresio

blue, and select Save. You will receive this notification message after saving:

“ D3 g1l Ok i Ukt 9] | e o2 et s T s e s T A D 0%

& The entry has been successfully copied.

| = £ & -

Employee Dashboard « Timesheet « FINANCIAL SVCS SPECIALIST |, 00536A-00, U, 1CLOC, FINANCE OFFICE
FINAMCIAL SVCS SPECIALIST |, 00536A-00, U, 1CLOO, FINANCE OFFICE

) Restart Time {7 Leave Balances

10/11/2020 - 10/24/2020  24.00 Hours [ f Arogress Submit By 10/26/2020, 05:00 PM
SUNDAY MONDaY TUesDay WEONESDAY THURSDAY FRICAY SAIURDAY
1 12 12 ax e 12

< Copy Time Entry X S

Annual Ly Taks B.OD Hours {10014/2030, WEDNESDAY SIS o " ek, IR £

sl Lesve Taken et - Pay Period: 10/11/2020 - 10/24/2020 &% £ R [ @0 buinin ity ) s H *

. I ' T
e e e o
Copy to the end of pay period 1 2 B T - W - A copied to the [T\ ce orrice

Annual Leave Taken @

B 15 -I FINANCIAL SVCS SPECIALIST I, D0536A-00, U, 1CLOY d ayS
o 7 specified

10/11/2020 - 10/24/2020  40.00 Hours i Frogess SUbMIC By 10/26/2020, 05:00 P

SURRY MONDRY by HURSLAY Fle ey ShlURDA
Cancel " P .
18 13 20 21 22 23

24

< R 5

G add Earn Coda
Armual Leave Taken (3800 llours Fd

N Tatal: .00 Hours | Account Distibution
Exit Page

£t Page
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Quick Reference for Employee Self Service Time Entry:
CLASSIFIED EXEMPT & CLASSIFIED NON EXEMPT EMPLOYEES

18. To add comments to timesheet submissions, select the Message Indicator, noted below. Then add comments or
justification as needed and select Save.

@ X
MONDAY TUESDAY WEDNESDAY THURSDAY
8 19 20 7 22

Comments X

In Progress On 05/18/2020 = 04:57 PM

Comment: Timesheet recalled (System Generated)

19. After entering all relevant days, users may Preview their timesheet/leave report.
Select Preview to view a recap of hours entered for each Earn Code. As users scroll
down, they may view the total hours submitted for each week.

Preview

20. PLEASE NOTE: If users enter a comment, the Cancel button becomes active, and may only be used to make changes
to the comment entered. To return to your timesheet, select the X located in the upper right corner of the window.
If you have completed your timesheet to your satisfaction and are ready to submit, select Submit.

|| Preview > |§
-~

L]
Pay Period: 08/25/2020 - 09/09/2020 | 5.00 Hours

Submit By: 11/30/2020, 10:00 AR

Earning Distribution

Earn Code shift Total
Annual Leave Taken 1 5.00
Total Hours 5.00
Total Units o.00

Weekly Summanry
Weelk Total Hours

weelk 1 5.00

~

nremals
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1

_ ® The timesheet has been successfully submitted.
21. After submitting a timesheet, users I G
receive the message indicated below. 7 _pending Submitted On 05/19/2020, 10:58 AM
The timesheet is now pending a . 2 o 2 e 23 o
Supervisor’s Approval. ' o o >
PLEASE NOTE: There is currently no
Print function available for the new et
timesheet system. Users are no longer d
required to print and attach a web Teraeatiours | Accountbrtrbuten
timesheet to a manual timesheet s
correction. Total: 400 Hours | Accoun Distribution
= braviow
NOTE: To cancel a timesheet before it has been approved, select the Recall Timesheet option.
2 @ ellucian #* & a

Employee Dashboard Timesheet FINANCIAL SVCS SPECIALIST I, 00536A-00, U, 1CLDO, FINANCE OFFICE @ The timesheet has been successfully submitted.

FINANCIAL SVCS SPECIALIST 1, 00536A-00, U, 1CL0OO, FINANCE OFFICE

08/25/2020 - 09/09/2020 5.00 Hours (i Pending Submitted On 08/14/2020, 05:29 PM
SUNDAY MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY SATURDAY
27 28 29
Annual Leave Taken (o)
Total: 5.00 Hours Account Distribution
Exit Page Recall Timesheet Preview
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