JMU Time Entry Approval Steps
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If you serve only as an approver and do not enter payroll data, follow the steps below to review and approve wage and student employee payroll data for each pay period.
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1. Log in to the Human Resources Management System. You must already have access to HRMS.
2. Follow the path:
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JMU Applications > JMU Payroll >Time Entry
3. Click                  to access your Department budget(s).
If you have 1 Department, the Time Entry page appears.

If you have >1 Departments, click the specific number.              
4. Review wage/student employee payroll data.

5. Check box in yellow section to confirm your review and approval.
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 in lower left.
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 to exit system.
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[image: image6.wmf]If you have a new employee who does not appear on the Time Entry page, go to the Exceptions page to review and approve the payroll data.
1. Click                        on Time Entry page.
2. Review new employee data.

3. Check box in yellow section to confirm your review and approval.

4. Click                 in lower left to save changes.

5. Click [image: image7.png]


 to exit system.
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Have Questions? 
Call JMU Payroll Services at 568.6233.


READ THIS SIDE FIRST 

Training Scenarios

All employees who enter wage/student payroll data MUST attend training to learn the new JMU TIME ENTRY process available through the Human Resources Management System.
Register for the time entry workshop online through J-Ess. If you have questions about training, email IT Training at ittraining@jmu.edu.

Same as above. Enterers who also serve as approvers MUST attend training.

Employees who only approve wage/student payroll data (i.e., can enter data, but never do it) and already have access to HRMS MAY attend training, if desired. 
Email IT Training at ittraining@jmu.edu if you are only an approver and want to attend training. Otherwise follow the steps at the left.
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Current Wage/Student Employees on Time Entry Page





New Wage/Student Employees on Exceptions Page











