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Log Into M

Go to myMU at
myMU.marshall.edu,

Enter your MUID
(901....#) and PIN.
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http://www.marshall.edu/�

The MyMU

displays. CI

Select Time Sheet

page
Ick on

“Employee” tab

Select the time
sheet period you
want to review /

approve in the Time
proval channel.

/2 myMU Marshall University - Windows Internet Explorer &l
@_" - |s n marshall.edu/tag. render.userL: UP?UP_y '_sparam=activeTabiactiveTab=u14l15880P_tparam=Frmefrm= j (X% |Gnng\e P~
Fle Edt View Favorites Tools Help EConvert ~ [0 Selact

S8 G & myMUMarshall Universky | | -8 -

A . Welcome Mary Ellen Heuton E @ [ ]
Content Layogt | You are curently logged in. A 10

MU Alert ChangePin LiveMail Calendar Groups Logout  Help

myMU  Tutorial Library AIS August 19, 2010

B sample

Time Reporting BBEH  aAcademic services BEE  Electronic Notification of Deposit (eNOD) (=E

Click here to: NODS

Register for courses, search the course catalog, view grades
EEEs = transoripts, update your personal information, and access
Click here to access your W-2
R and electronic pay stubs
Heurly - 17, Period Ending :  Aug 31, 2010, Time Sheet By EE OR
1, 4400, Payroll Office

many other administrative services.
Hourly - 17, Period Ending :  Aug 31, 2010, Time Sheet m

No Records Found at this time.

Time Approval
1, 4300, Controller's Office

NODS I\ZU.RC.

Click here to access your W-2
and electronic pay stubs

Update Approval Proxies  Act as Superuser

BEE O¥ O

Employee Resources

L’_‘[ New to MUUR.C. ENOD setvices? click here

Benefits for easy to follow instructions.

ENOD: Pay Stubs

F?rms Click to access the Evoter Website. Gartner BEx
View Personal Info

* MU Human Resource Links
CoursEval BEE

CoursEval®

CoursEval is an online course evaluation svstem that allows vou
to submit vour evaluations through an onfine form rather than
the usual "fill-in-the-bubble" paper form.

Banner

Training & Development
Equity Programs

Holiday Schedule

HIPAA Homepage

Faculty Resources

New Employee Resources
Arriving Emplyoee Info
Departing Emplyoee Info

Click here
for access.
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The Department
Summary page
displays and the time
sheets will be grouped
by their status.

To review a timesheet,
click on the name of
the employee.

Empleves Tab

al Information

Not Start:

Amanda
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You wil
the Em
page w

be taken to
nloyee Detalls
nere you can

review the detall the

employee has entered

to date.

v | bitpimerpd mershal. edulrender Userl

chittos: {fuissbprod. marshal =] 4 x| J charrel mires £ -
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Emaloves Tab

MiLo |

Personal information
Search Ga|

SITEMAD  HELE

Employee Details

¥ Select Next or Previous to access another employes.

Emplayee 10 and Name: s01-
Title:

Previous Me

amanda
164400-02 Studant Employee

Department and Description:
Transactlon Status:

1 4400 Payroll Office
In Progress

Reuting Queus | Account Distribubon

Time Sheet
Earnings Shilt Special Total Total Tuesday , Wednesday, Thursday , Friday , , Sunday , Monday , Tuesday , Wednesday, Thursday , Friday , ¥, Sunday , &
Rate  Hours Units Aug 17, Aug 18, Aug 19,  Aug 20, Aug 21,  Aug 22, Aug 23, Aug 24,  Aug 25, Aug 26,  Aug 27, Aug 20,  Aug 29, A
2010 2010 2010 2010 3010 010 2010 2010 2010 3010 3010 2010 010 3
Student 1 8.25 4 4.25
Assistant i |
Haurly
Total Hours: 8.25 4 4,25
Total Units: o
Tirme In and Oul
Earnings Tuesday , Wednesday, v, Friday , , Sunday , Monday , Tuesday , W Y, ¥ , Friday , , Sunday , Monday , Tuesday ,
Aug 18, Aug 19,  Aug 20, Aug 21,  Aug 22, Aug 23, Aug 24, Aug 25, Aug 26,  Aug 27, Aug 28,  Aug 29, Aug 30, Aug 31,
2010 2010 2010 2010 2010 2010 2010 2010 2010 2010 2010 2010 2010 2010
Student aM M
Asgistant M
il | A
@ ket o - -
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Timesheet Status — Pending

/7 Summary - Windows Intcrnct Esplorcr =lsfx
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| |Ce al I el I l O ee et e L Sipide - i
WS g sy T3 - D - - fage = 3 Took -
b . t t . I I t . t |
[ [
semch [ &4 SHTEMAP  MELP  EdT
[
m m r P n d n Department Summaw
S u a y aS e I g L] i Select the smployse's name to access additional datars.
COA: 1, Marshall University
Department: 2300, Controller's Office
Pay Period: , 2010 to Jul 16, 2010
Act as Proxy: pplicable
Pay Period Time Entry Status: Closed as of Aug 11, 2010, 05:00 F.M
L]
YO u m a re V I eW Select Hew Department Select All, Approve or FY1 | Reset ] Save
y , Pending . |
m Name and Position Required Action  Total Hours  Tolal Units Queue Status  Approve or FYI  Return lor Correction Other Information
807 Melody Approve 10.00 00 r r Change Time Record
194300 - 01
m Name and Position Total Hours Total Units Other Information
901( Carla ] 5.25 00
164300 - 01
| - - 901 00 oo
I r t I m e ===
t e n Not Started
1 Name and Position Other Information
9014 Elyse
164300 - 01 o
[Dene e Interrat AR -

disant| & (3 * 7 moosit o] [xzmoosi o] B | = 2 memsot <] g Tranngpocs |[3 interner .- L& oradeDevel... | 111 2 Marmso .| £ fuo % wmm
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If you select change
time record, you will
see the hours the
employee entered for
each day, you may
select the day to
update the in/out
times.

(2 my™iU Marshall University - Windows Internet Explorer

@ ) v [8 Woimimtod sl edabendie ueen gror
Fle Ede Wew Favorbes Todks  Help

* Emoloves Tab

MiLo

Parsonal Infarmation

Search =)
Time and Leave Reporting

¥ Select the link under a date to enter hours. Select Next or Previous to navigate through the dates within the penod.

Tirme Sheet
lamet _ __
Casual Hourly -- 145265-02
Facilities Planning & Management -- 5100
Aug 17, 2010 to Aug 31, 2010
Sep 01, 2010 by 12:00 P.M.
Default Total Total
Hours or Units Hours Units

Extra Help Hourly 1 o 15
15

Name:

Title and Number:
Department and Number:
Time Sheet Period:
Submil By Date:

Earning shift Tuesday

Aug 17, 2010

Tatal Hours:
Total Units: [}

Pravious Menu Praview Commenks Approve

Submitted for Approval By: lanet
Approved By:
‘Waiting for Approval From:

30N Aug 18, 2010

Barbara

7.5
7.5

[}

wednesday
Aug 18, 2010

SITEMAP  HELP

RELEASE: 8.1
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Click the checkbox in
the Approve column of
any timesheets you
want to approve and
then click save.

You may also do
individually from the
employee detalil.

MOt Startes

||||||||||
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Exit Time Reporting

Click on “Exit” in upper
right hand corner.

Any problems, go to
www.marshall.edu/wte
for troubleshooting ideas
and more info.
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http://www.marshall.edu/wte�

Tips & Recommendations

IMPORTANT:

Always use the navigation buttons in MyMU and the
Employee Self Service module, instead of the
Forward & Back buttons in Internet Explorer.
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