
Biweekly Employee Timesheet Submission and Approval: Self Service 9 

 

 

 

 

 

 

 

 

• Accessing the Timesheet 

1. Log in to Self Service 9 using your employee credentials. 
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2. On the Employee Dashboard, look for the Enter Time.  

 

• Example: At Grambling State University it’s under “My Activities → Enter Time”. 

3. If you have multiple jobs/assignments, ensure you select the correct job/assignment for 

which you are submitting time. 

    

Employee Dashboard 



 

 

             

             

             

              

 

 

 

 

 

 

 

 

 

 

 

 

 

Entering Time for Biweekly Employees 



 

 

 Selecting the Pay Period 

• The system will display the current open pay period by default. 

• Use the left/right arrows or a date picker to navigate between pay periods if needed. 

• Make sure you are entering time for the correct pay period (the one in which you 

worked the hours). 

 

 



 

 

 

 

Entering Your Hours 

 

For hourly employees: 

• Enter your start time, end time, and any break/lunch as required. 

• Example formats: 730a = 7:30 AM, 12p = 12:00 PM, 1230p = 12:30PM  500p = 5:00 

PM  Hours -9 

 

Add Earn Code 

• Select add Earn Code (e.g., Regular Pay, Annual Leave, Sick Leave, Holiday Pay) when 

entering time. 

• If you work in different pay categories (e.g., regular time + Annual leave) you will 

need to click Add Earn Code or Add More Time and select the appropriate code. 

• Ensure hours are assigned to correct codes to avoid mis-classification. 

 



 

 



 

 



 

 



 

 



 

 



 

 



 

 

 

 

 

Entering Multiple Days (Copy Function):  

1. Enter time for the first day.  

2. Check the Copy box.  

3. Select additional dates on the calendar.  

4. Click Save to apply the same leave hours to all selected dates.  



 

 



 

 



 

 



 

 



 

 



 

 

 

 

 

Review, Save, and Submit 

1. After entering all your hours for the pay period, Save your entries. This ensures your 

data is stored. 

2. Click Preview to review your entries and verify accuracy. 

3. Confirm you have entered the correct dates, hours, break times, and codes. 

4. Click Submit to send your timesheet for approval. 

5. After submission, timesheet status will often change to “Pending Approval”. 

 



 

 

                                                                                                                                                                                      

 

 

 

Navigate to the Employee Dashboard 

· Click Approve Time. 

 

Approve Time 



 

 

 

Timesheet Approval Screen 

· Select Approvals. 

· Choose the correct Pay Period. 

· Employees with submitted timesheets will show Pending. 

Bulk Approvals  

· Check employees to approve. 

· Select Approve Selected. 

· Confirm the action. 



 

 

 

Review Employee Timesheets 

· Click the employee’s name to open their timesheet. 

· Verify hours, leave, overtime, and comments. 



· Use Return for Correction if edits are needed. 

Approve the Timesheet 

· Click Approve when the timesheet is accurate. 

· The status updates to Approved and routes to Payroll. 

 

   

                                                                                                                                                 


