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Revised 10-6-2014 

Enter Time for an Employee in ESS (Employee Self Service)  
To enter a timesheet for an employee: 
 

1. Select the name of the employee and the appropriate job class from the View/Edit Timesheet For list.  

 
 

2. Click the View/Edit Timesheet For button on the left of the list of employee names.  
 ESS displays that employee’s calendar for Overtime/Extra Time for the current week. 

3. Enter the amount of time worked in the appropriate category listed.   
 Categories assigned to each employee will vary.  You may have the option to enter: 

 Hourly Time 
 Daily Time 
 Overtime  
 Comp Time 

 
4. Click  Submit 

 
 
 
Use the links located at the top, left side of the grid to navigate through the calendar.  
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Approving Time 
 

Before approving timesheets, you will need to verify: 
 Is the amount of time submitted correct? 
 Was the proper category selected (Hourly/Daily)? 
 Did the employee actually perform the duties they have submitted a timesheet for? 
 Does the Notes section provide detailed information of what their duties were? This is especially 

important for categorically funded positions.  
 
Approvals can be done through your Munis Dashboard or through ESS.  
 

To approve through Munis Dashboard 

 
Click on Approvals to expand the menu and see the individual items requiring approval. Click on the drop down 
arrow on the right side of each entry for more options. Your options are:  

 View Details 
 Accept 
 Reject 
 Forward 
 Hold 
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View Details – the menu will expand to give more information about the timesheet submitted. 

 
Accept – will begin the approval process.  A pop up box will appear and you will have the option to write 
comments.  Whether you enter comments or not, click Save to complete the approval process. 

 
More Info – this is not being used at this time. 
 
Reject – will reject the timesheet submitted.  If there are any errors, the best option is to reject the timesheet 
and ask the employee to resubmit it correctly.  After you click Reject, a pop up box will appear and you will be 
required to write comments.  Click Save to complete the rejection process.  An email will be sent to the 
employee to notify them that their timesheet was rejected. 
 
Forward – there will be occasions that timesheets will need approval from another department.  Click forward 
and a pop up box will appear. Choose the name of the supervisor that you want to forward the timesheet to 
from the drop down menu (names are listed in alphabetical order by the approvers first name). Enter any 
comments and click Save to complete the forwarding process. 

 
 
Hold – will place the timesheet in a hold status. A pop up box will appear and you will have the option to write 
comments.  Whether you enter comments or not, click Save to complete the hold process.  The timesheet will 
remain in a hold status until you approve or reject it. 
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To approve through ESS 

 
Once you are logged into ESS, click Employee Self Service on the right side menu  

 
Click on Time Entry on the right side menu   
 
A list of Pending Timesheets will appear 
 

 
 
 
Click View on the right side for detailed information on each timesheet 
 

 
Click on the time submitted within the grid and the options Approve, Reject Forward & Hold will appear.  
Refer to the instructions for approving through Munis Dashboard. 
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NOTES 
 


