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https://ppo.buw.bu.edu

= Enter the BUworks portal using the website listed above.
= In Manager Self-Service, select “Approve Timesheet Data”.

Request Tracking

Cl

Employee Information Search
General Information
Tracking#: | | From: | To: [ Request Type:
Specific Search
Position ID: (00000000 [ Search | (Search for Organization Management Actions by
BUID: [ (7| [ Search | (Search for Hiring Forms and Personnel Actions by
[ Current View: INTIATOR | Change View
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= | Initiator Request Type BUID Position # Al
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Approve Timesheet Data

- - File Edit View History Bookmarks Tools Help
= A new window will appear that shows all the -
employees you supervise. / e et P i
- If the e,mployee did not release their hOUrS, (- & https://ppo.buw.bu.eduirj/portal?NavigationTarget=ROLES%:3A%2F %2Fportal_cor 7 C' | |' Google P| ﬁ B 4+ # | =
they will not appear.
. Because they have already been approved, Approve Timesheet Data |z o o
any time off requests submitted through
BUworks, will not be calculated as part of these ve Time Sheets
total hours. Only the hours manually input on °
the timesheet will appear. Savg ‘
" [Ifyou are unsure a time off request was View: (U harager Approval__~) Ospley. [IETRE 1) |
approved, have the employee check their — 8
timesheet or contact the Senior Payroll jane | From T | We... W e D ol e chion R
Coordinator in the SMG Dean'’s Office. 021612015 0212212015 37.50 -
= “Target Time” shows their scheduled number of EAEES  (REEEE & SR o5 hd
hours. “Recorded Hours” shows how many 218015 02220015 [ssn 3500 -
hours they input for the week. If Recorded 02MEROIE 021222015 fon w00 -
Hours exceeds Target Time, Recorded Hours NG (TR T -
will be hlg_hllghted in red. - 0ZERE 02301 lassoon  aso0 -
= Ylpuk'canﬂ\:lenv the erlﬂloxge S tlguads;,heelt by S (G s 300 ~
clic |n9 e oun:’s in the “"Recorded” column. . o mE0n 00 -
. In the “Approval” column, select if you approve 0MEE01s 02292015 mon w00 -
or reject the hours. Press “Save”. A final P - B = -
window will appear to confirm you would like to farza :
save. If you rejected the hours, the employee 02NGR01E 021222015 o e -
can adjust their timesheet and rerelease their 0MEROTE 2222015 |50 300 ~
hours for approval.
=
If wages are funded by externally sponsored agreement(s), by clicking SAVE | certify that | am either the covered individual,
Pl or other respensible official using suitable means of verification to confirm that the hours worked reasonabhy reflect the
actual effort devoted to the project(s) funded by the sponsored agreement(s) during this pay period.
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Individual Approval

After clicking the employee’s
hours, you are brought to their
individual timesheet for the
week.

Double check they have input
the appropriate hours. In this
example, 2/16 was a holiday. Be
sure to scroll for down to view all
the hours for the week.

You will still be unable to view
any Time-Off Requests
submitted through BUworks.

In the “Approval” column, select
if you approve or reject the
hours. If you reject any specific
hours, contact the employee to
make the correction.

If all hours are correct you can
select “Save and Back” to return
to the general screen and
approve all hours at once.
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File Edit View History Bookmarks Tools Help

Approve Timesheet Data - ... %

A B ¥ /=

| History, Back Forward E

| (' & https://ppo.buw.bu.edu/ir/portal’NavigationTarget & C' * Google

Approve Timesheet Data
L]

Individual Approval

Indiv. Approval for Employee 64633, Period From 02/16/2015 To 02/22/2015 Recorded 40 H Target Time: 40.00 |

Date |Per|ErmbyaeN___|Ty;|Dﬁ=scr'1ﬂ...|5L..|E...|0||C{|W|C{|5I|Reu|Apj|Hej|Me...E‘
n2Mei2 3 R C 1012 BU Paid. .. gH i
21wz 1000 Hours ... O 1 3H
02n7z 1000 Hours ... 1... 1. gH |Approve
0211872 1000 Hours ... O... 1. an [ReEdt
n2naz 1000 Hours ... 1 1-- 5H - @
7
Show Approved Working Times
Period from: [02/16/2015 To: [02/22/2015 Apply |
Date | P... | Employee Name | 1 | Des... | St | E.. | Order N... | Cost Cen... | WBSEL.. | | Hours D
E There are no approved times for this period
E
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Approve Timesheet Data

- - File Edit View History Bookmarks Tools Help
= A new window will appear that shows all the -
employees you supervise. / e et P i
- If the e,mployee did not release their hOUrS, (- & https://ppo.buw.bu.eduirj/portal?NavigationTarget=ROLES%:3A%2F %2Fportal_cor 7 C' | |' Google P| ﬁ B 4+ # | =
they will not appear.
. Because they have already been approved, Approve Timesheet Data |z o o
any time off requests submitted through
BUworks, will not be calculated as part of these Approve Time Sheets
total hours. Only the hours manually input on - °
the timesheet will appear. kel ‘
" [Ifyou are unsure a time off request was View: (U harager Approval__~) opley. [IETRE 1) |
approved, have the employee check their — 8
timesheet or contact the Senior Payroll faze | From A | ... W VET SR s P s e i o
Coordinator in the SMG Dean’s Office. 0262015 02/22/2015 37.50 -
= “Target Time” shows their scheduled number of EAEES  (REEEE & SR o5
hours. “Recorded Hours” shows how many 218015 02220015 [ssn 3500
hours they input for the week. If Recorded 02MEROIE 021222015 fon w00
Hours exceeds Target Time, Recorded Hours NG (TR T
i f ; H - Approve
will be highlighted in red. 0ZERE 02301 _ 2500 .
. Ylpukpan r\1/ie\r/1v the Qmﬂloxge’s tiguads;,heelt by sanamots  02am01s R - Reject
clic |n§t e oun;s in the “Recor g column. P, - _%_m -
. In the “Approval” column, select if you approve 0MEE01s 02292015 mon w00 -
or reject the hours. Press “Save”. A final P - B = -
window will appear to confirm you would like to farza :
save. If you rejected the hours, the employee 02NGR01E 021222015 o e -
can adjust their timesheet and rerelease their 0MEROTE 2222015 |50 300 ~
hours for approval.
=
If wages are funded by externally sponsored agreement(s), by clicking SAVE | certify that | am either the covered individual,
Pl or other respensible official using suitable means of verification to confirm that the hours worked reasonabhy reflect the
actual effort devoted to the project(s) funded by the sponsored agreement(s) during this pay period.
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