Yale
My Time — C&T Time Approval for Faculty

To have your password reset, call the ITS Help Desk at 2-9000 or navigate to
https://veritas.its.yale.edu/netid/ChangePassword_Login.do?
Open an Internet Browser on your computer and navigate to the University Portal with the
following link: www.yale.edu/portal. Click the button that says “Login to the portal,” and then
login using your NetlD and password.

*It may appear on the right side of the screen, or you may have to scroll to the bottom of the screen.
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Click the Approval & reporting link.
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Yale MyTime

Show - allows you to select which
employees you’d like to view.

Time Period — allows you to view a
particular time period (current week,
past week, etc.)

Timecard | Schedule | Reports

PAY PERIOD CLOSE

Last Refreshed: 9:104M

Show | T Employees

Time Period | Previous Pay Period

Actions ¥ Amount ¥ Approvals ~ Leave |

o e i
Aniston, Jenrifer o i 375
Erigham, Kzvin W jri) 4.0 aFaT
Cruz, Penglope W 40.0 240 g0 400
Crystal, Bily v 3758 375
Dramon, Matthew vs 230 250,
Degp, Jobany s 200 35 200
Diaz, Cameron w ir 3Ts
Douglas, Micheel 4 r) ITa

This column lists the C&T Employees whose
timecards you are responsible for approving.

Yale MyTime _——— Setup | Help

Timecard | Schedule | Reports < Home
PAY PERIOD CLOSE
CT Erployees hl Edit
Last Refreshed: 9:10AM Show | |
Time Period |Prewous Pay Periadl B ‘
Actions * Amount ¥ Approwvals ¥ Leave |
Ernployes Manzger Sigriec . . Stel Wizekly
2
Marme 1 ] g i Regular Exceptions Creaertime Hours

Ariston, Jenifer v 1 v 375 a5 ﬁ]
Errigham, Fevin W 1 w T 4.0 avs
Cruz, Penslops w 1 w 400 240 a0 400
Crystal, Billy w 1 v 375 s
[rsmon, Malthew o 1 o 250 250
Depp, dony v 1 v 200 35 200
DEaz, Cameran w 1 v 375 avs
Douglas, Wichss!l w 1 w 375 avs

AN

Employee Approval — a check mark next the employee’s name
indicates that the employee has approved their timecard.

Manager Approval — the number 1 listed next to the employee’s name
indicates that the supervisor or designated approver has approved their
employee’s timecard.

Signed Off — a check mark indicates that the Payroll department has
locked the timecards and no further changes can be made in My Time.
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Timecar: d | Schedule | Reports < Home
PAY PERIOD CLOSE
Show |CT Ernployees - | m
Last Refreshed: 9:10AM
Time Period |Previous Pay Period - |
Actions ¥ Amount ¥ Approvals ¥ Leawve |
Employes hanager Signed . . St Weskly
£
e 1 — ] A Regular Exceptions Dvertime Hours
Aniston, Jennifier ¥4 fri) 373 |
Erigham, Kevin W r) 4.0 37 4[]
Cruz, Penlope vy 400 240 a0 400
Crysted, Billy s fri) 3TA
Dranon, Matthew s 250 250
Diepp, Jobwny w 200 35 200
[iaz, Cameron v it 3T
Douglss, Michasl s 375 375

Regular — the number of hours the employee has worked in this pay period.
Exceptions — the number of paid time off hours (sick, vacation, etc.) that the employee
has used in this pay period.

Overtime — the number of overtime hours the employee has worked in this pay period.
Std Weekly Hours — the standard number of hours an employee is scheduled to work
in this pay period.

The Pay Period Close genie provides you with a
wealth of information that you can use to expedite the
timecard approval process. You may not need to
view each employee’s timecard if the information
provided in the Pay Period Close genie is enough for
you to confirm the accuracy of the timecard and
approve it; the timecard approval function is available
on the Pay Period Close screen (as seen above).
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The following sceniaro guides supervisors/designated approvers
through approving a timecard.

1. Be sure to select “CT Employees”in the
Show field, as well as the appropriate Time

Schedule | People | Reports | Leave Cases

AY PERIOD CLOSE 1 Period.
(N6t Refreshed: 3:37PM Show [2rome ‘m
Time Period [Current Pay Period - \@
ac ] ] *Note: If you are approving anytime between
2a. View a timecard by double- e

L ; o Thursday and Saturday, use “Current Pay Period.
vl clicking the employee’s name, or

Ancimini

L . . If you are approving on Sunday or Monday, use
«een§ - py clicking on the Timecard link.

o “Previous Pay Period.”

e 1

:m‘EEl‘radM = Tarien T Parial I\ “

o g 2b. To approve without viewing the
actual timecard, highlight the
employee by clicking on his/her name.

Schedule | People | Reports | Leave Cases < Home

TIMECARD

Hame &0 [Dauglas, Michacl 294820283
Loaded: 4:38PM

Time Period [Current Fay Period -

BTN | Actions > Amount * Comment | Approvals | Reflorts * Leave ™

Approve
Week starting: Sun 10,11 Remave Approval

Pay Cods: Transter e el Mon 1012 Tue 1013 Wed 1014 Thu 10415 Fri 106 Sat 1017 Total
B BN Hoursworked v Hprowe Crering 75 75 35
7a 74| 375

3. Click Approvals,
then click Approve.

Additional Scenarios:
e Toremove an approval: Follow the same scenario as above, and click Remove Approval under
the Approvals tab
e To adjust a timecard, follow instructions located on the Time Entry Quick Guide
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The following scenario guides supervisors/designated approvers
through approving a group of timecards.

» Supervisors/designated approvers should review each timecard individually, but have
the option to approve more than one timecard at once on the Pay Period Close screen.

3. To approve selected
employees, click
Approvals click Approve.

Last Refreshed: 9:10AM

Show

Time Peri

Actions ¥ Amount

Approvals | Reports =

Approve

| CT Etnployess

H |Previous Pay Period

1. Be sure to select “CT Employees”in
the Show field, as well as the
appropriate Time Period.

*Note: If you are approving anytime between
Thursday and Saturday, use “Current Pay

|
val Period.” If you are approving on Sunday or

Monday, use “Previous Pay Period.”

[Diaz, Cameron

Diougles, Michasl -

378
375

Name :\“sgfﬁzl S'g?fd Regular Exceptions Overtime m
Aniston, Jenifer aine =% 375 375+
Erigham, Kevin v 375 4.4 375/~
Cruz, Penelope v 40.0 24.0 &0 400
Crystel, ity v 75 375
Distnon, Matihew v 250 250
Diepp, Jobiny W 200 3.4 200
v
w

375
375

2. A set of employees can be selected by clicking on an
employee’s name and dragging your mouse, or by pressing
the Ctrl button on your keyboard while clicking on each name.

Alternatively, click Actions, then click Select All to select all

of the employees.




