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For Supervisors

ACCESS
Supervisors have access to the Work Roster via their own record, following the link to the right of their
name.

Employee: Time Record | History | Reguest Time Off | Home | Facilitator: Search | Work Roster | Campus Rules

Time and Attendance Record for

Joseph P Schultz (31551)
Employee Infe | Time Record | History | Reguest Time Off | Adjust Balances | Manage Helidays | Setup Designes | Supervisor VWork Roster
Campus: 28020 Supervisor: JoAnn Navarro
Department: 853010: 3 315 Human Resources

PENDING TIME RECORDS APPROVALS

The first section of the Work Roster reflects employee time records awaiting supervisory action. A
summary of that employee’s time is presented under “Time Charged”. If the summary is acceptable,
proceed to the right and select an action under “Approval”. Actions are “Approve”, “Deny”, or
“Postpone” (Postpone is essentially a HOLD button). Last step: “Submit.”

Note: If you want to examine the time record further before deciding on an Action, click on the “Details”
button (underneath the employee’s name) for a view of that employee’s calendar.
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Friday, February 1, 2013 - 3:33.07 PM

Employee: Time Record | History | Reguest Time Off | Home | Facilitator: Search | Work Roster | Campus Rules

Supervisor Pending Approvals Roster
Supervisor{Designee): Victoria M Metritikas (130135)
Pending Time Records Approvals

Empl Neg. Accrual Time Charged Time Unit Approval
mployee Unit Period Vacation Sick Holiday Other ime tnt Approve Deny  Postpone
Jessica A Larson (505964) . . _
[ Details ] [History] 13 January 2013 0 0 a 0 Days @
Pending Leave Requests
[Mo Pending Leave Requests ]
_Submit | | Reset
Employee Roster
Current Employees
Employee Title Next Timesheet Date Actions
Lisa A Havtur (218376) Staff Assistant 02/01/2013 [ Employee Info | Time Record | History 1
Jessica A Larson (505964) Personnel Assistant 01/01/2013 [ Employee Info | Time Record | History 1

Supervisor Designee Roster

Current Supervisors
[No Supervisor Proxies.]

CONTACT INFORMATION FOR QUESTIONS AND ASSISTANCE
Jonathan Roma jroma@binghamton.edu 777-3321
Vicki Metritikas vmetriti@binghamton.edu777-6613
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