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Nebiraska

Cincohn Approve Attendance

1. Logon to Firefly at https://firefly.nebraska.edu

2. Go to “My Staff” tab
3. Under “Working Time” go to “Approve Attendance

4. This will bring up a screen titled “Approve Time Sheets” which contains any time that
has been submitted that you need to review.

Main Screen |

Approve Time Sheets
Elsave 50
Collective Approval
View: University CATS Time approver long view |l
Empioyee Empl /appl.name Frm To Message  Number Target Time by week Approval RejectionReason
11818 Meivin L Primus 10/18/2013 10/24/2013 40000 H 40.00 H Resubmit All -
11818 Meivin L Primus 10/25/2013 10/31/2013 & ISS000H 40.00 H ResubmitAll =

Each timesheet must be acted upon individually. You can approve, reject, or resubmit an entire
timesheet or per day within that timesheet.

Hover over any warning icon in the Message field for more information.

| Message Number

| Lessthan Target Hours ]

To approve a timesheet from the Main Screen, simply change the approval status to Approval All on the
corresponding line. Then click Elsave

Approval

[Epprove All -

Approve All
Reject Al
Resubmit All

Once you click on Save, any timesheets that have been acted upon (Approve All or Reject All) will no
longer listed on this page. Any timesheets with Resubmit All (or Individ. Processed timesheets with at
least one day marked as Resubmit) will remain.

If individually processed, you can click back into the timesheet to view the remaining days requiring
approval.
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The top portion of the timesheet shows the approved working time. The bottom portion shows time

that needs to be acted upon.

Individual Approval

= Indiv, Approval for Employee 11818, Period From 10112913 To 1041772013 Recorded 6.000 H Target Teme by week: 40.00 B

[ Save and Back 3 Cancel 20

= Show Approved forking Times
Period from: 101172013 i1 Toe 101172013 [T APPIY

Date Employee Hame NAType Pasion Name Position Cost Objed Name CostCir WES Elem Comment Startbme Enitime Humber J
10112013 1818 Mehdn L Primus Reguiar Planned Hrs Help Desk Assistant 00000487  CSN Administration T 0800 1600 8000 H
10162013 a1 Mehan L Primus Regular Planned Hrs Help Desk Assistant 0000047 CSN Administration T 0800 1600 BODOH
101772012 1818 Mahan L Primus Rogular Planned Hrs Help Desk Assistant 00000487 CSN Administration T DB00 1800 B.O0OH

Tolal 240000 ]

Date Emgloyes  Name H4 Type Pesition Name Fositon  CostOtjecthame  CostCr WESElem Comment Satme Endime Number
100142013 118718 Meban L Primus  Regular Planned Hrs  Help Desk Assistant 00000437  CSN Adminisiration T 0800 1600 g Approve =
10152013 11818 MeMn L Primus  Reguiar Planned Hrs  Help Desk Assistant 00000487 CSN Administation T 0800 16:00 H Approve =

Approval  RejectonReason Message [

From the Main Screen you can choose long or short view to slightly alter the look within the Individual
Approval Screen. Long view includes the start and end times the employee entered. Start and End times
are required for Students/On-call/Temp employees. Regular employees are not required to enter start
and end times. For employees working over 8 hours a day and entering start and end times, please
ensure at least a half hour lunch is accounted for or a note is provided showing why they were

required to work over lunch.

Approve Time Sheets

[Z] save
Collective Approval
View: niversity CATS Time approver long view | =
Employ University CATS Time approver short view
R University CATS Time approer long view J

Long View Short View
ht Starttime Endtime Number Approval Comment  Number  Approval
08:00 16:00 8000H Resubmit w 8000H Resubmit =
08:00 16:00 BO00H Resubmit + 8000H Resubmit w
08:00 16:00 8000H Resubmit « 8000H Resubmit
08:00 16:00 £000H Resubmit
0800 1600  BO00H Resubmit = £000H Resubmit ~
8000H Resubmit «

To view or approve a timesheet from the Individual Approval Screen, click on the link in the Number

column to open the timesheet.

Home | SAP Logon

| Team | Working Time | Selection Rep I |

Employee Seff Servce Employee Seif Serace My Staff SAPPHIRE eSHOP Test

Career Dt

My Staf

A:;pmu.lmnﬁlnn Wordow Inbax | History, ¢
u 1
Datailed Navigation =
- R Approve Time Sheets
Portal Favorites %+ isne £H0%
Collsctive Approval
View: Linversty GATS Time approver lang vew -
Employee Empd fappl name Frm Te Message  Number Target Time by week Approval RejectionReason =3
11818 Mehan L Primus 101182013 10242013 40H0HN s000H ReswmtAl =
1818 Mehin L Primus 10262013 103172013 & [ w00H Resubmit Al -
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Individual Approval Screen ]

You are able to view each day and hours worked of the specific timesheet. This allows you to select
approve, reject, or resubmit per day if needed.

Note: you cannot submit a timesheet from the Individual Approval Screen. From that screen,
click on ElSaveandBack  then click on 2158 on the Main Screen.

My Stat

| Selecton Reports | Employment | Career Development

Individual Approval
{Jdsave and Back 3% Cancel

= Show Approved Working Times

My Stan

Period from: 10252013 [ Toe 10312013 (T3 APRY

SAPPHIRE |

eSHOP Test

Yorkfiow Inbax | History,,

20

Date: Employee Name AR Type Position Name Position Cast Obyect Name Cost Cir WBS Elem Comment Start time End time Humber
[E) There are no approved times for this penod
= Indiv. Approval for Employee 11818, Period From 10/28/2013 To 103172013 Recorded 53.000 H Target Time by week: 40,00 H

Date Employee  Name AR Type Position Hame: Posiion  CostObjectName  CostCyr WBSElem Comment Staritme Endime Number Appoval  RejectionReason  Message L
10252013 11818 Metvin L Primus  Regular Planned Hrs  Help Desk Assistant 00000487  CSH Adminsstration T 0800 0500  21000H Resibmit =

10262013 11818 Mehin L Primus  Reguiar Planned Hrs  Help Desk Assistant 00000487  CSK Adminsstration T 08:00 1600  EODOH Resibmit =

10292013 11818 Mevin L Primus  injury Leave Help Desk Assstant 00000487  CSH Adminestration T 08:00 1000  2000H Resiomit

10292013 11818 Medvin L Primus. Holiday Pay Help Desk Assistant 00000487  CSH Adminsstration T 5000 H  Resibmit

10302013 11818 Mevin L Primus  Regutar Planned Hrs  Help Desk Assstant 00000487  CSH Adminsstration T 08:00 1600  BO00H Resiomit ~

10312013 11818 Mehvin L Primus  Reguiar Planned Hrs  Help Desk Assistant 00000487  CSM Adminsstration T 0800 1600  BO00H Resibmit v

Select the approval status (Approve, Reject, or Resubmit) for each day within the timesheet.

prget Time by week: 40.00 H

n  Cost Object Name CostCtr WBSElem Comment Stattime Endtime Number Approval  Rejed
487  CSN Administration T 08:00 0500  21.000H Resubmit v

487  CSN Administration T 08:00 1600 8.000H

487 CSN Administration T 08:00 1000 20004 |Reject

487  CSN Administration T G000 1 | o=ume

487 CSN Administration T 08:00 1600 BO000H Resubmit v

487 CSN Administration T 08:00 16:00 8000H Resubmit =

Any comments an employee has added to the timesheet will only be visible from the Individual Approval
screen.

h Comment Starttime Endtime Number Approval RejectionRed
08:00 12:00 4000H Resubmit -
lLeaving early for my trip to Aldebaran. [ 12:00 16:00 4000H Resubmit «
08:00 16:00 8000H Resubmit «
08:00 16:00 8000H Resubmit «
08:00 16:00 8000H Resubmit -
08:00 16:00 8.000H Resubmit =

Quick Tip:
To help an approver from having to click ‘Approve’ on the dropdown menu multiple times
within the Individual Approval Screen:
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Select Approve All in Main Screen, then click on link in Number Column to enter the Timesheet.
This auto-fills “Approve” in each line, which can then be edited if needed.

nt Starttime Endtime MNember | Approval |Rej
0B8.00 0500 | M Approve =

Number Target Time by week Approval 0800 1600 1| Approve =
0800 1000 i | Approve =

40,000 H 40.00 H Resubmit All - sy
_ 40.00H lpprove Al o 08.00 16.00 H | Approve ~
0800 1600 1H || Approve =

When rejecting a Timesheet (either day or entire week), preset Rejection Reasons are available to
choose from a dropdown menu:

Number Approval RejectionReason Message ||
21.000 H v -
8000H Approve » Overtime is not allowed

2000H Approve ¥ Leave request declined
o | [e— ESS Time returned for changes
Wrong Attendance type
8000H Approve =

Wrong Absence type
| §000H Approve « =1

If you have multiple approvals types (e.g.: Approve and Resubmit) on the Timesheet, the Approval listing
on the Main Screen will show status as Individ. Processed.

Number Target Time by week Approval
40000 H 40.00H Resubmit All -
[SE000E «0.00H Individ. Processed

Delegate Approval I

*Supervisors can only delegate to someone who has access to approve time. Cannot
delegate to someone who reports to you! If you have questions or problems when
delegating please call the CEHS Business Team.

Home [TUTTTTN Employee Seif Setvica My Stafl  Repofing  Budget | eSHOP | BW Securiy Reporls  SAPPHIRE  Collaboration | SAP Security
Production | Cevelopment & Training
SAP Logon Production PC Workfigw inbox |

From Firefly choose the “Workflow inbox” out to the far right
Then choose “Workflow Approver Substitution”

TSR SAPLogon  Employes Self Sen * Workflow Approver Substitution ([ insert Line ) [ Copy Line || & Delete Line |

Firefly Home | Workflow Inbox E[ “Start Date “End Date Approval Workflow Task

I Portal Favorites
Workflow Approver Substitution [3] Click Insert Line to enter new substitution rule
[41%1 4 * Approve Attendance
I Detailed Navigation I
*_Workflow Inbox

I._ Portal Favorites E:] [

) f::v“;";;*:::"“ Click “Insert Line” button Then Start Date, End Date,

* SAP Logon Production PG Types and substitute approver.
* UNQ Quality

I ca
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