Time and Labor Reporting Policy
Manager Training
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The goal of this training is to review manager’s responsibilities in relation to accurate Time &
Labor reporting. As a manager, you will be able to take the needed steps to approve time for
your employees through the Manager Self Service (MSS) system.

This training will cover:

» Time reporting and time approval procedures within HR Direct

* Managing system approved time and after the fact (or late) confirmation of time, in Summit
» Corrections to incorrect time reported

* Review of the Medical School’s Time & Labor Policy
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Approving time -CWM & MBL Managers

Employees in Commonwealth Medicine (CWM) and MassBiologics (MBL) have separate Time & Labor systems for
timesheet entry and manager approval.

CWM

Employees and Managers enter and approve timesheets within Kronos.
« Job aids for Kronos can be accessed through CWM SharePoint

» Access to Kronos for CWM Managers to approve

* Questions regarding Kronos — CWMKronos@umassmed.edu

MBL

Employees and Managers enter and approve timesheets within Oracle

« Job aids for Oracle can be accessed through MassBiologics SharePoint
» Access to Oracle for MBL Managers to approve

* Questions regarding Oracle — MBLITHelpdesk@umassmed.edu
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https://umassmed.sharepoint.com/sites/cwm-intranet/kronos/SitePages/Kronos-Time-Keeping-FAQs.aspx
https://umassmedicalschool-sso.prd.mykronos.com/#/
mailto:CWMKronos@umassmed.edu
https://mblconnect.massbiologics.org/sites/MBL/HOWTODO/Forms/AllItems.aspx?viewid=a39c27cc%2Db4ba%2D4bfa%2Db11a%2Da2231c8c283a
http://ebs.mbl.org/
mailto:MBLITHelpdesk@umassmed.edu

Approval of Time - Role Definitions

Manager/Supervisor — Approve Time

(throughout this deck, Managers are also referred to as Supervisors)

Z

An employee’s supervisor, as listed in HR Direct, is responsible for reviewing the hours submitted into the HR Direct
System for accuracy, for each direct report, for that week worked. The supervisor verifies and approves the
submitted time for payment by UMMS for each direct report.

. Delegate — Approve Time

A Supervisor may, with proper approval, assign a Delegate to review and approve their direct report’s time worked on
the Supervisor’s behalf.

The delegate must be another manager or supervisor with similar rank and authority in managing department
approvals

No manager or supervisor, or a delegate, may approve his or her own time

The delegate will have unrestricted access to your employee’s time sheet in order to approve on your behalf

Even if a Delegate is used by a Supervisor to review and approve the Supervisor’s direct reports in HR Direct, the
Supervisor remains responsible and accountable for ensuring that UMMS only pays employees for actual time
worked as well as compliance for the Supervisor’s Department’s payroll in accordance with UMMS policy
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Time Reporting and Approving Procedures

Benefitted Employees:

« Benefited employees with fixed schedules are exception time reporters and only need to report exception
time, which is any deviation to their regular schedule. This could be use of accruals (such as sick, personal,
vacation) or recording overtime hours worked. If no exception time is used the employee makes no changes
to their timesheet. The employees fixed schedule will be sent to the manager for approval.

« If an employees has exception time to report for the week the hours will need to be entered into the
timesheet for the day, they were used.

— The Time Reporting Code corresponding to the type of time will need to be reflected.

— If less than a full days’ worth of accrual time is used, the employee must account for the full days’ worth
of hours. For example, if the employee is scheduled for an 8-hour day and takes 4 hours of vacation and
works 4 hours, they must enter in 4 VAC hours and 4 REG hours. Reporting less hours than the
schedule will result in an exception.

Non-Benefited Employees:

 Non-Benefited employees do not have standard schedules in the system and are positive time reporters.

« All hours worked must be entered into the timesheet weekly in order for the employee to be paid.
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MEDICAL SCHOOL 5



Time Reporting and Approving Procedures

Z

Employees enter their time weekly on Thursdays, either through HR Direct employee self-service or
through a department timekeeper process.

— This requires the employee to estimate and submit their anticipated working hours for Friday.

Changes to the estimated hours may be changed either by the Supervisor or the employee on Friday
morning.

If the reported time is changed after noon on Friday, it will not be available for approval by the
Supervisor until after the Time Administration process runs overnight on Friday.

Please note that time reported after 12:00pm on the Monday preceding a payroll will not be available
for Supervisor Approval. Any employee reporting time after that point must notify their manager of the
entry.
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Time Reporting and Approving Procedures

Z

Supervisors or delegates are required to review and approve the time of each of their direct reports in
the HR Direct System on a weekly basis.

Supervisors or delegates approve their employees’ timesheets on Fridays for the current week.

Time reported by employees must be processed in PeopleSoft to be available for approval by the
supervisor or delegate. The Time Administration process runs at 12:00pm and 5pm daily. All time
reported prior to that time will be available for supervisor approval on Friday afternoon. Any time
entered after 12:00pm on Friday will not be available until after the next Time Administration process
which runs overnight on Friday. All timesheets MUST be approved by noon on “payroll” Mondays (ie.
the day before processing day as indicated on the pay calendar).
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Approval of Time - Steps

» Changes to the hours can be made JLI|¥ 2019

either by the manager or supervisor, Su Mo Tu We Th Fr Sa
department timekeeper or the

employee until Monday prior to noon.

1 2 3 4 5 6

« Any changes made to an employee - 8 - 10 11 12 13
timesheet will need to “process” within 14 15 16 17 18 19 20
the system before being available for
supervisor review. The System - 22- 24 25 26 27
processes time at 12 pm and 5 pm 28 29 30 31

daily (Time Administration Process).

After the process runs, the Manager or . _
Supervisor will need to approve the Wl Processing Day ¥ 2019 Holiday
new reported time. v Pay Period End & | Pay Period Start

v Check Date

The pay calendar can be accessed through the HR Direct webpage under Holiday & Pay Calendars

https://www.umassmed.edu/hr/hrdirect/holiday--pay-calendars?2/
E UMass Chan
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https://www.umassmed.edu/hr/hrdirect/holiday--pay-calendars2/

Accessing HR Direct

m Human Resources

umass. HR Direct

AL

Benefits Careers HRDirect Immigration Services  Learning & Development  Compensation  Labor Relations  Employee Relations Forms — Policies

Latest HR Direct News

Excellent Resource to Clear
Cache in Every Major Browser

Click the butto.n below UMMS Finance Dept. Announces
to access HR Direct the Roll Out of SUMMIT- Manage
System Approved Time (MSAT)

(___HR Direct Login )

W-2 Year End Reminders

About HR Direct

HR Direct is the self-service application available to all UMASS Medical School employees to manage their

human resource and payroll information.

https://umassmed.edu/hr/hrdirect/
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Approval of Time - Steps

* Hours reported by all employees will be displayed for each day and in total for the pay period through
the Manager Self Service (MSS) section.

» Click the NavBair, then click the “Navigator Icon”; “Manager Self Service”; “Time Management’;
“Approve Time and Exceptions,” and “Payable Time”

* Once on the “Approve Payable Time” page you can add to favorites or add to your home page using

the dropdown.
* You can also move between Manager and Employee Self Service tabs using the dropdown.

¥ Manager Self Service

Z UMass Chan
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Approval of Time - Steps

On the “Approve Payable Time” screen the supervisor or delegate clicks on the magnifying glass in the time reporter group and clicks
“Search”. The “Look Up” will show the supervisor or delegates Time Reporter Groups. Click on the Time Reporter Group you wish to
approve. Scroll to the right of the screen and click “Get Employees”. You can also search by individual using name or employee ID.

Favorites = MainMenu -~ > Manager Self Service ~ > Time Management~ > Approve Time and Exceptions ~ > Payable Time

University of Foiicn - ;
z@ Massachusatts Al ~ | Search Advanced Search  [2] Last Search Results

Approve Payable Time
Approve Time for Time Reporters

The time in view ‘end date’ defaults to the Sunday of the current week. Users do
not need to make any changes to this field as UMMS Supervisors or Delegates do

Employee Selection

Employee Selection Criteria Get Employ SIal . . .
e S not have the ability to review time from past weeks. Approval of previous weeks
2 time must be confirmed through the MSAT process, and any corrections should be
= sent to payroll for processing.
Last Name 6§
First Name [}
Business Unit [«
Job Code &}
Depariment Q
Stipesvizor (2 Q Change Time in View
F::”:OUD T Z Start Date |06/24/2019 [ End Date |07/28/2018 [&] ™
Employee Type Q
Payroll Status [}
[Z MEDICAL SCHOOL 11



Approval of Time - Steps

After clicking “Get Employees” your employees within the selected Time Reporter Group will populate on the screen. The summary will show
Total Payable hours and the breakdown between Base Hours; Time off; Additional Reported Hours; Shift & Differentials and paid as units.

If the reported hours are correct, the supervisor may click on “select all” and click “approve” or you may select certain employees to approve
by checking the selection box next to their name and then clicking “approve”.

To review an employees hours reported by day click on the hyperlink on the employees last name to take you to the detailed view.

Change Time in View

Start Date | 027142021 & End Date 1071772021 [ '
mployees For I
[®][a]
Time Summary Demographics ]
Empl Total Base Additional Shift &
Select Last Mame First Mame Employee ID Record Job Title Payabile Hours Time Off Reported Time Differentials Paid as Units

Hours

Employees name 40.000 32.000 B.000 0.000 0.000 0.000

Desalect All

2]
Salect Al
P l | | Approve |
[f AV AR II NJAALGMAA
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Approval of Time - Steps

This view will show you, by date, the time reporting codes used and number of hours for each code.

If the reported hours are correct, the supervisor may click on “select all” and click “approve” or you may select certain dates to approve by
checking the selection box next to the date and then clicking “approve”.

If you wish to make a correction to a particular day, click on the “Adjust Reported Time” hyperlink. This will bring you to the employees'

timesheet.
Start Date  0BM14:2021
End Date  10/17/2021
Approval Details &
| i) || Q | Wiew All
Owverview Time Reporting Elements Cost Task Reporting Elements 13
Time
Select Date Reporting Status Quantity Type Adjust Reported Time Add Comments
Code
‘ 1001172021 HoL Mesds Approval 8.000 | Hours Adjust Reported Time
1001272021 REG Mesds Approval 8.000 | Hours Adjust Reported Time
1061372021 REG Mesds Approval 5.000 | Hours Adjust Reported Time
1001472021 REG Mesds Approval 8.000 | Hours Adjust Reported Time
1001572021 REG Mesds Approval 5.000 | Hours Adjust Reported Time
"! UMass Chan ==
| Approve 1 3



Entering Exception Time - Steps

Enter the corrected number of hours on the day you selected and locate the correct Time Reporting Code (TRC) by clicking on the drop-
down menu, then click “Submit.” Changes made to the timesheet will not be immediately available for approval. They will be available
after time administration runs which is at noon and 5pm.

Reminders:

« If the employee uses less than a full days’ worth of accrual time, the day must account for the full days’ worth of hours (i.e. 4 VAC and
4 REG must be entered).

+ To see the employee’s leave accrual balances click on the “Leave/Comp Time” tab.

1 10 October - 16 October 2021 3

Weekly
Scheduled 40.00 | Reported 0 Hours

Time Reporting Code 10-Sunday 11-Monday 12-Tuesday 13-Wednesday 14-Thursday 15-Friday 16-Saturday Business Unit
Scheduled OFF Scheduled § Scheduled 8§ Scheduled § Schediled § Scheduled & Scheduled OFF
Reporied O Reported O Reported O Reparted 0 Reporied 0 Reporied 8 Reporied 0
REG - Regular Pay SERS Eligible 4 4.000 UMWOR
WA - Vacstion Time b 4.000 UMWOR
hd UMWOR
commerts =] =] =] 2] 2] [© =l



Holiday Time

— Holiday hours are recorded by the system and employees and/or supervisors do not need to enter

the Holiday.
— If employees work on the Holiday, the employee needs to enter the Holiday work code based on
their department and workgroup setup.
« Example: An employee in SHARE works 8 hours on the Holiday

— The system will apply 8 HOL
— The employee enters 8 HCTWD — Holiday Comp Time Worked

« Note: each workgroup may have different Holiday codes.
 Additional guidance and examples can be found in the “Holiday Scenarios” Job Aid which is
posted on the HR Direct webpage under Employee Self Service Job Aids.

E UMass Chan -
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Approval of Time - Notification

« On Friday, all Supervisors will receive a standard, automated email message as a reminder to log into
HR Direct and approve any remaining payable time for the pay period.

« On Monday morning all Supervisors that have not yet approved their employee’s time will receive
another automated email message as a reminder that one or more of their employees has time and
labor hours that need approval.

« As a reminder this could mean that a direct report changed their hours after the supervisor initially
approved, and therefore the changes will require approval.

This message is being sent to you, because as of this time you have outstanding time approvals for the current time period.
If you believe you have previously approved your employee(s) time, it is possible that a change to one or more time sheets was made that requires additional approval.
Please log into HR Direct (link below) and navigate to "Manager Self Service", "Approve Time and Exceptions”, "Payable Time" and approve the time prior to noon on Monday.

This email is system generated and you cannot reply.

If you have any questions, please contact the Payroll Department at (508) 856-7855 or PayrollUMMS@umassmed.edu

*If you have a delegate that approves on your behalf, please forward this email to them.
HR DIRECT URL - http:/fwww.umassmed.edu/hr/hrdirect/

E UMass Chan
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Key Reminders regarding Time Approval

Supervisors/Delegates often ask, “why am | receiving notification from HR Direct that time is not
approved when | thought | approved all my employees time?”

- If an employee changes time after a Supervisor or Delegate has already approved time, the change will
need to be approved by the Supervisor or Delegate.
— Example: Friday at noon the Delegate approves Employee A's time. At 3pm Employee A leaves early and charges 2

hours to vacation. That 2 hours now needs approval. The Delegate must approve in HR Direct before the Monday
deadline or will have to approve within MSAT.

- Supervisors/Delegates should double check that all scheduled hours for your employees have been
submitted.
— Example: Employee A is scheduled to work 8 hours on Monday and takes 4 hours of vacation that day. In Time & Labor
Employee A must account for all 8 hours in the timesheet by recording 4 VAC and 4 REG. If Employee A only records

4 VAC, the system will create an error and the Supervisor/Delegate will not see any hours for that day. If not corrected
before payroll runs the system will approve and the Supervisor/Delegate will have to approve within MSAT.

E UMass Chan
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MSAT - Manage System Approved Time

« MSAT is the University’s tool for Supervisors/Delegates to approve time that
was not approved in HR Direct.

 If the pay period time is not approved in HR Direct by noon Monday on a
payroll week, the system automatically approves the time to ensure that it
meets the payroll processing deadline.

 If there is time that was system approved, it must be reviewed and confirmed
by the supervisor or delegate using Manage System Approved Time
(“MSAT") in Summit.

« Supervisors and Delegates have a dashboard view of all employees with
unapproved time that requires action.

E UMass Chan
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MSAT Notifications

* For time not approved prior to payroll running, a notification will be sent from
SUMMIT to the employees’ direct Supervisor and/or Delegate. The time will
be available for review and confirmation in the Summit MSAT dashboard.

* For time not approved after 2 pay periods an escalation email will be sent to
the Supervisor’'s manager and the notifications will continue until the time has
been confirmed.

* Delegates with time that has remained unconfirmed for more than 2 pay
periods will be escalated to the payroll manager and the Delegate’s manager
may be notified.

E UMass Chan
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MSAT Notifications

 Managers with batch approved time will receive an auto-generated email
from Summit_Delivers@umassp.edu. The email includes a link to the
SUMMIT homepage.

Subject: Action Req-uired: System Time Approval Needed

Action Required: System Time Approval Needed
You have unapproved payroll fime paid to your employee/s that requires your confirmation.
Time that remains unconfirmed for more than for 2 pay periods will cause a notification to be sent to your direct manager.

Please follow the link below to the SUMMIT dashboard HCM: Department Admin where you can review and confirm time. A link to your campus’s instruction is available there.

hitps#iprd. umas s-summit net/analytics/HCM: Department Admin

Z UMass Chan
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Accessing MSAT in Summit

* From the SUMMIT homepage access “HCM: Confidential” from the
dashboard drop down box.

« MSAT will be found on the “Action Items” tab of the “HCM: Confidential”
dashboard.

« SUMMIT can also be accessed through a link on the HR Direct webpage.

E UMass Chan
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Confirming Time in MSAT

* Review all system approved time on the “"Manager Action ltems” tab for each
employee.

« MSAT will only show the time that was not approved, or changes after a manager initially
approved. Therefore, you will not see the entire week of time. To review all payable time
for the week managers can navigate to the ‘paying’ tab and click on ‘Time and Labor’
under report selection.

« Confirm the time is accurate by updating the “N” to a “Y” in the Confirm

column.
* Click the Confirm button to approve the time.

* A message will pop up confirming that “Updates were Successful” and the
time will no longer be available on the dashboard.

E UMass Chan
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irm System Approved Time

HCM: Confidential

Action ltems | Hiing Paying Managing Posiions Terminatin
d J -

Action Ttems =
for

Smith,Jane - 10000123
Confirm System Approved Time

Instructions by Campus:  Boston  Dartmouth Lowel President's Office  Worcester

Confirm and/or Adjust System Approved Time

Select Approval Group @ Direct Reports
*) Indirect Reports
) Delegated Approver

) o - Select Adjustment Document or Confirm Time Confirm Time -
Summary: Time Requiring Confirmation
Click On Pay Period End Date Confirm System Approved Time
to change manager or pay period in raport at right Change Confim fram N fo Y. Click Confirm o save changes

[

Red Hag indicates more that 2 Pay Periods Past Due

MG Smith,Jane - 10000123

Pay Period End | # z |Totdl
Date Employezs Entries Hours Manager Neme Enpld Smith, Jane - 10000123 PayPeriod End Date  2017-11-11 =
2017-11-11F 4 18] B®
. . Veek End
D112 15| 156|1,136.00 Confirm [Person Name I Empl Red D:tEe ™ \TRe D TRC Total Hours|Sun Mon Tue  [Weg Thu P [5at
2018-01-06 1 k1] e
0| 2017-11-11H REG {0.50)
018-01-20 15 7| s77.00 L Baker,ThUmaS'].UUUUUUl ke
SIC 0.50
Refresh " -, A 104l e 50| 400/0.50
/ ame iy DIAFIH  |RE 50| 450
N Davis,Gordon- 10000003 A PR Il
% Enter “Y” and click Confirm =
N | Hatt, Toby-10000004 I 0H-LH HOL .00

REG
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Confirm System Approved Time

HCM: Confidential

i £ iring yin W=nag tions  Terminatir
Action ltems | Hiring Pay Managing Posiions Terminatin

Action Thems
for
Srmith, Jare - 10000153

Confirm System Approved Time

Instructions by Campus

Confirms and,'or Adjust System Approved Timea
Select Approval Groap 8 Diwect Reports

Indirect Repsris
inelrgated Approver 1. Jesect e & RETHL ¥

Select Adpustment Dooement or Confirm Time Corfe Tre *
Summany; Tene Requiring Confirmation o

Cick On Pay Period End Date Conlim System Approved Tme
iy CNARE MANAREr oF Py pernd i report 2t niaiit

e R e i e R e s e
Chanpe £ ¥ i Y, Gk G save ghanges

Rad Fag indicates nsone that 2 Pay Periods Past Dise

Smith,Jang - 10000123

Fay Period End |2 = Tks
Date Ervgopees ENines S Smith Jane - 10000123 » AT G
-l 4 | 5
R BT e Ene
5 1% Lisu Confim Person Name I EmplRcd | TRC 0 TRC [Toksl Hours [5un Mon Tue  [Wed Thu P |Sat
T TR T
5 W ST Y| | aker, Thomas- 10000001 4 B — 0.8
. il : AL 500| 400 0.90
Agdams, Emily= 10000002 = T am| 4%
l [JMaS S ( : I 1an ¥ | | Davis,Goedon-10000003 oI i
REG Ly
MEDICAL SCHOOL v | || Hatt,Toby-10000004 s T 24
REG e ] 00| BAmAcO| B

Updates were successful.



Approval Groups

* |If applicable, you may see the following approval groups on the
top left of the page:

— Direct Reports
— Indirect Reports
— Delegated Approver

* Toggle between the three choices and approve time following the
same steps.

E UMass Chan
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Summary: Time Requiring Confirmation

* The pay periods that require approval appear on the summary report on the
left side of the page.

* Red flag indicates that the time is more than two pay periods overdue for
confirming.

* Double click on the Pay Period End Date to display the details on the main
screen to review and update.

Summary: Time Requiring Confirmation

Click On Pay Period End Date
to change manager or pay period in report at righit

Red Flag indicates more that 2 Pay Periods Past Due

MER:  Smith,Jane - 10000123

Pay Period End | # # Total
Date Employees |Entries |Hours
2017-11-11 4 15| 58.50
P IJM Ch 2017-12-05 M 15| 156 (1,136.00
aSS an 2015-01-06 1 3 0.00
MEDICAL SCHOOL 2018-01-20 15| 73| s77.00 26

Refresh



Correcting Time

 If a correction is needed you still must confirm that you reviewed the time
listed by entering a “Y” in the confirm column and click the confirm button.

« Submit a timesheet correction to payroll for processing and email it to
payroll@umassmed.edu.

— The form is available on the HR intranet site in the forms section.

* Once Payroll processes the correction the time correction will appear on the
MSAT dashboard and requires your review and confirmation. Corrections are
identified by a * preceding the weekend date.

Confirm Person Name ID Empl Red E’:t':" End  1pcID TRC TotalHours Sun Mon Tue Wed Thu Fri Sat

v | 1 *2019-02-12 H REG 4.00 4.00

H VAC (4.00] (4.00]

E UMass Chan
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Time & Labor Reporting Policy

The Time & Labor Reporting Policy (05.01.11) was revised on 12/14/18. Changes in the policy included:

« Changes affecting employees’ status or pay (salary changes, additional pay, increase/decrease in percent FTE,
funding change, leave of absence, termination, etc.) must be immediately reported to the appropriate HR
department using the appropriate forms.

« Responsibility for completion and submission of the Personnel Action Form or the Additional Compensation Form
rests with the employee’s Supervisor and must be submitted at least one (1) week prior to the effective date of the
change requested.

* For terminating employees, immediately upon receiving notification that an employee has resigned their position with
UMMS, the Supervisor is required to complete the electronic HR Employee Termination form for the employee and
submit it electronically to the HR Data Group. The HR Employee Termination Form must be electronically sent to the
HR Data Group no later than three (3) business days before the employee’s last scheduled day of work at UMMS.
Refer to policy 06.04.10 Leaving the University for additional information.

E UMass Chan
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Time & Labor Reporting Policy

« If an overpayment to an employee occurs due to the Supervisor not approving, or incorrectly approving, time in HR
Direct, the Supervisor will receive Verbal Counseling for the first overpayment event regardless whether the funds
are recovered from the employee or not. The Supervisor will be subject to further corrective action in accordance
with policy 06.06.02 for any successive overpayment event.

« The payroll department tracks time that was not approved by a supervisor or delegate. It is the supervisor’s
responsibility to ensure that employees’ time is accurately reported in HR Direct. Approving time in HR Direct is the
standard school process and the accuracy of reporting employees’ time is critical to safeguarding school assets.
Therefore, a listing of Supervisors that are not approving time in HR Direct will be monitored and reviewed by
payroll. Any Supervisor requiring frequent exceptions may be required to attend additional training and may result in
Corrective Action.

E UMass Chan
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Resources

Time & Labor Reporting — Financial Services Policy 05.01.11

HR Direct

HR Direct Resources

Manager Self Service Job Aids

Summit Login

Z UMass Chan
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https://inside.umassmed.edu/Policies/Policies-listing-page/Financial-Services/Accounting-and-Finance/Time--Labor-Reporting/
https://umassmed.edu/hr/hrdirect/
https://umassmed.edu/hr/hrdirect/hr-direct-resources2/
https://umassmed.edu/hr/hrdirect/manager-self-service-job-aids2/
https://umassmed.edu/hr/hrdirect/summit-login2/

Contact Information

Questions about Approval of Time and/or HR Direct should be referred to:

The Payroll Department
508-856-5260, option 4
Payvrollumms@umassmed.edu

Z UMass Chan

MEDICAL SCHOOL 31


mailto:Payrollumms@umassmed.edu

Z UMass Chan

MEDICAL SCHOOL 32




	Time and Labor Reporting Policy�Manager Training
	Overview
	Approving time –CWM & MBL Managers
	Approval of Time – Role Definitions
	Time Reporting and Approving Procedures
	Time Reporting and Approving Procedures
	Time Reporting and Approving Procedures
	Approval of Time – Steps
	Accessing HR Direct
	Approval of Time – Steps
	Approval of Time – Steps
	Approval of Time – Steps
	Approval of Time – Steps
	Entering Exception Time – Steps
	Holiday Time
	Approval of Time – Notification
	Key Reminders regarding Time Approval
	MSAT – Manage System Approved Time
	MSAT Notifications
	MSAT Notifications
	Accessing MSAT in Summit
	Confirming Time in MSAT
	Confirm System Approved Time
	Confirm System Approved Time
	Approval Groups
	Summary: Time Requiring Confirmation
	Correcting Time
	Time & Labor Reporting Policy
	Time & Labor Reporting Policy
	Resources
	Contact Information
	Slide Number 32

