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Login to MYUD using your network login and password.
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Next the window will appear with tabs to your specific access
information.

Click on the “Staff/Workstudy” tab.
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Click on “Payroll” in the Staff/Workstudy menu.
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In the Payroll window, see the lower section titled “Timecard
Approval”. You will click the link of the dates for the pay period you are
finalizing, most often this will be in the “Current” status.
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Your list of available student employee time cards should appear for
that pay period.

IF you students enter their own hours, you will see the total of the
hours entered by the student in the “Regular” field. The green check

mark inidcates the student has marked the timecard as “final” for this
pay period.
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Once the Supervisor checks the box to select a student, there are three options
available for use.

Option 1: Contact Student Employees - If the supervisor wants to communicate
with the student employee via email, they may choose the “Contact Selected
Employees” button.

Option 2: Edit All Regular Hours - If the supervisor wishes to review the specific
dates and hours entered by the student, or needs to update the information
submitted by the student, they will click “Edit All Hours.”

Option 3: Submit Selected Timecards to Payroll - If you agree with the number of
hours entered by the student, you may click the “Submit Selected Timecards t
Payroll” button.
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Option 1: If the supervisor wants to communicate with the student

employee via email, they may choose the “Contact Selected
Employees” button.
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Supervisor version

Option 2: Edit All Regular Hours - I the supervisor wishes to review the

specific dates and hours entered by the student, or needs to update the
information submitted by the student, they will click “Edit All Hours”. Modify the

fields as needed.

A warning message will appear stating once the Supervisor (aka Approver) makes
changes, the student employee cannot edit the timecard. Therefore, Supervisors
would only make changes when finalizing the timecard for the month.[There
should be NO hours entered in the “Other hours” field.”]

To edit hours for a student employee, the Supervisor may either update the

Regular hours field and save Hours on this window,; OR
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The supervisor may also click on the link to the student name (above) to update

hours for a specific date field (see next image).



MYUD Time card entry system User Guide: Supervisor version

Image of edit screen for supervisor
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Once hours are entered by Supervisor and saved, the status will change
to “Override.”
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Option 3: Submit Selected Timecards to Payroll - If you agree with the
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FINAL: Once the hours are complete, the supervisor must click the
“Submit Selected Timecards to Payroll” button.

A message will appear “All timecard hours were successfully
submitted.”
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Appendix

Status definitions:
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