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EmpCenter Overview  
 

Accessing EmpCenter  

EmpCenter is an online time and attendance system designed to make tracking your employeesô time 
easier and faster. 
 
To access EmpCenter, click on Login to EmpCenter at http://mytime.oregonstate.edu/:   
 

 
 
At the EmpCenter login page, login with your ONID username and password:   
 

 
 

Supervisor Dashboard  

The home screen in EmpCenter is called the Dashboard.  The first time you log in you will see a 
message with information on customizing the Dashboard.  Click OK to access the Dashboard. 
 

 
 

Note: you can find the same information about creating favorites in Appendix A. 

http://mytime.oregonstate.edu/
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From the Dashboard you can access timesheet approval, reports, time off requests, and delegation: 
 

 
 

Main Navigation Links: 
At the top of the Dashboard are several links; you will see these same links throughout EmpCenter: 

¶ Home: use this link to return to the Dashboard from anywhere in the system. 

¶ Help: use this link to open the online help documentation in a new window. 

¶ Log out: use this link to sign off of EmpCenter. 
 
The supervisor dashboard includes options for reviewing your employeeôs time as well as options to 
access your own time entry.  Please see the appropriate policy profile user guide for more information 
on using the employee options. 
 
Note: you can move the links around in each section or move a link to the favorites box; the view 
seen here is the default setting for the supervisor dashboard.  
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Time Entry Links: 
Note: if you do not see all the options, expand the list by clicking on the arrow at the bottom of the 
section (    ). 

¶ Enter My Hours: access your timesheet to enter hours, correct entries, and submit your timesheet to 
your supervisor for approval. 

¶ Edit Employee Time: access your employeesô timesheets to view or edit their time; you will see any 
timesheet exceptions for your employees in the Exceptions box.   

¶ Edit Time for Groups: make edits to multiple employee timesheets at once. 

¶ Approve Time Sheets: access all employeesô timesheets to approve for payroll processing.  You 
can also access the Approve Time Sheets page by clicking on an employeeôs row in the Timesheet 
Submissions box. 

¶ View Past Assignments: access your timesheets from previous jobs and/or previous pay periods. 
 
Schedules Links: 

¶ Review Time Off Requests: access a list pending employee time off requests for your review; you 
will also see all pending requests on the dashboard under Employeeôs Time Off Requests. 

¶ My Time Off: access your time off and protected leave requests.  You can submit your own 
requests, track the status of requests, and view past requests. 

¶ Assign Schedules: assign schedule templates to your employees. 

¶ Manage Group Schedules: assign temporary schedules to multiple employees at once. 
 
Reports Links: 

¶ View Reports: access reports for your timesheet and your employeesô timesheets.   
 
Settings Links: 

¶ Manage Delegations: assign another supervisor to approve your employeesô timesheets and time 
off requests when you are out of the office. 

 
Exceptions Box: 
This field lists any exception on your employeesô timesheets based on the settings you have selected.  
Clicking on an exception will open the timesheet for the employee in a new window.  You can make 
any needed edits and save your changes.  For more information on changing the settings in the 
Exceptions box, see Appendix D: Configure Home Page Exceptions.  For more information about 
editing timesheets, see the Edit Employee Time section. 
 
Employeeôs Time Off Requests Box: 
This field lists any of your employeeôs pending time off requests for the current and future pay 
periods. 
 
Timesheet Submissions Box: 
This field lists unapproved timesheets for your employees for the current pay period.  You can easily 
check if the employee has submitted the timesheet and link directly to the Approve Timesheets page. 
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Timesheet Approvals  
 
You can review your employeesô timesheets at any point in the pay period, but you must approve 
timesheets at the end of the period.  You will receive reminder emails from EmpCenter when 
approvals are due.   
 
Access your employeesô timesheets to review for approval by clicking on Approve Timesheets from 
the Supervisor Dashboard or clicking on a name in the Timesheet Submissions box: 
 

 
 

Note: if you donôt see all the options listed under Time Entry, click on the arrow (    ) to expand the list.   
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Approve Time Sheets Overview  

 
 

Note: you can click on any of the column headings (e.g., employee id, name, etc.) to sort the 
employees by that column. 
 
A. Employees Active On: the Approve Time Sheets page defaults to the current period and shows 

employees with timesheets for the current period.  To change the date, check the box next to As 
of Current Period and select the date from the calendar. 

B. Assignments: employees that are assigned to you.  Typically this list will only include your 
employees (notated by your name); if you have been delegated employees from another 
supervisor you will see that supervisorôs name listed.  Click on the name to display the employees. 

C. Save Approvals: click to save changes made on the page.  EmpCenter will warn you if you try to 
move away from the page before saving changes. 

D. Find: search for an employee by name, employee ID, supervisor ID, or assignment description. 
E. Show: options are All Time Sheets (default) and Amended Time Sheets Only.   
F. Current Timesheet ï separated by pay period end date ï the order will change based on the 

current date (e.g, on 3/11, the hourly timesheets will be listed first since the open salaried pay 
period for that date ends on 3/31) 
1. Salaried employee timesheets for 1st to end of month. 
2. Hourly employee timesheets for 16th-15th. 
Note: if a timesheet from a previous pay period was amended, you will also see that listed.  See 
the Amending Timesheets section for more details. 

G. Employee details: the employeeôs OSU ID number and name.   
H. Assignment details: the employeeôs assignment (includes job title, position number, timesheet org, 

and termination date if terminated) and policy profile (determines how they use EmpCenter and 
controls leave types, pay codes, and time recording).   
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I. Timesheet details: 
- Total Hours: total hours for the month.  This is calculated by adding Regular Hours, OT Hours, 

and Leave Hours.  See Appendix B for a complete list of pay codes included in each column. 
- Regular Hours: regular hours for the month.  This number includes all work performed at 

straight rate including clock time, worked hours, and stand by pay.   
- OT Hours: if the employee earned overtime during the month, the hours will be listed here.  

This includes additional hours worked, comp time earned, and exchange time earned.   
- Leave Hours: any leave taken by the employee during the pay period.   
- Exceptions: No means there are no exceptions on the employeeôs timesheet, Yes indicates 

there are exceptions.  The column will also be color coded with the highest level exception 
(white = informational, yellow = warning, red = error) on the timesheet.  Red exceptions must 
be corrected by you or the employee before payroll processing.   

- Submitted: No means the employee has not submitted their timesheet, Yes indicates they 
have submitted their timesheet.  You can approve unsubmitted timesheets. 

J. Approval details:  
- Approval Check box: check the box to indicate your approval of the employeeôs timesheet. 
- History: click on the scroll (    ) to open a new window with the approval history of the 

timesheet; this includes actions taken by the employee and the supervisor. 
- Reject: click on the reject icon (    ) to send the timesheet back to the employee for correction.   

 

Approving Timesheets  

1. After clicking Approve Timesheets on the dashboard, select the group of employees you would 
like to review.   
 

 
 

Note: if you clicked on an employee in the Timesheet Submission box on the dashboard, the 
appropriate assignments will already be listed (step 2). 
 

2. You will see all of the employees for the assignment selected listed, separated by pay period end 
date (salaried, end of month employees and hourly, mid-month employees): 
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3. Click on an employeeôs row to view their timesheet: 

 
 

The timesheet will open in a new window: 
 

 
 

You can edit the timesheet from this screen if needed.  The process is the same as changes 
made when viewing the timesheet from the Edit Employee Time page or Enter My Hours.   
 

4. If no changes were needed, select Close Time Sheet to close the window and return to the 
Approve Time Sheet page: 
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If changes were made, select Save and Close to save your changes and close the window to 
return to the Approve Time Sheet page: 
 

 
 

5. To approve the timesheet, check the box next to Approve in the Approval column: 
 

 
Note: only approve timesheets for hourly or salary, not both.  Timesheets are due at different 
times of the month for each group and you will receive separate reminders for each pay period. 
 

6. Click Save Approvals to save your changes: 
 

 
 
Youôll receive confirmation that your changes have been saved: 
 

 
 
Note: you can continue to review and approve timesheets before saving approvals; the system will 
warn you if you try to move away from the page before saving your changes. 
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Rejecting Timesheets  

If there are problems with an employeeôs timesheet, you can choose to reject it and send it back to 
the employee for changes.  Please note, if there are hours on the timesheet the hours are still sent 
to payroll during processing even if you reject the timesheet.  You will need to follow up with the 
employee to ensure corrections are made before the pay period closes.  
 
1. After reviewing the timesheet, select Reject (   ) from the Approve Timesheet page:  

 
 

2. The Reject Time Sheet window will open to allow you to send an email to the employee, yourself, 
or the employeeôs supervisor (if you have been delegated the employee): 
 

 
 
Notes: 
- The employee must have an email in the system.   
- The email is sent from the empcenter@oregonstate.edu email address and does not include 

any identifying information about the timesheet/assignment/supervisor/person who sent the 
email other than what is entered in the email message field.  
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3. Enter the message to the employee in the Email Message field, change the default subject if 
needed, enter any notes for yourself in the Comments field, then click Send: 

 
 

     Note: this message will only be in the email; the employee will not see the details in any other   
     location.   
 
4. The Approval column will show that the timesheet has been rejected: 

 

 
5. To review your comments ï or add additional comments ï click on the yellow note icon (    ) in the 

Approval column before saving your changes: 
 

 
 

Note: the comments icon will disappear once you save your changes; youôll see the comments on 
the Approval History screen by clicking on the scroll icon (    ). 
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6. Save your changes: 
 

 
 

Once the employee has fixed the errors on their timesheet, you can approve the timesheet using 
the Approve Timesheet process outlined above. 

 

Approval Deadlines  

Salaried Employees  

The pay period for salaried employees is the 1st of the month through the end of the month.  
Employees submit timesheets by the end of the day on the 4th of the month after the end of the pay 
period.  Supervisors must approve timesheets by the end of the day on the 6th of the month ï or the 
next business day if the 6th is a holiday or weekend ï after the end of the pay period.     
 

Hourly Employees  

The pay period for hourly employees is the 16th-15th.  Employees submit timesheets by the end of the 
day on the 16th and supervisors must approve timesheets by the end of the day on the 17th, or the 
next business day if the 17th is a weekend or holiday.   
 

Sample Deadlines  

The table below illustrates the submission and approval deadlines for the November pay period: 
 

Salaried 
Employees 

Pay Period  November 1st-November 30th  

Employee Submission 
Deadline* 

December 4th  

Supervisor Approval 
Deadline 

December 6th  

Payday November 30th 

Hourly 
Employees 

Pay Period October 16th-November 15th 

Employee Submission 
Deadline* 

November 16th 

Supervisor Approval 
Deadline 

November 17th  

Payday November 30th 

*Supervisors can approve timesheets that have not been submitted.  It is your responsibility to know 
when your employees work. 
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Approval History  

You can review all actions taken on a timesheet from the Approve Timesheet page. 
 
Click on the History icon (   ) in the Approval column: 

 
Note: if there has been no action taken on the timesheet, you will not see the History icon. 
 
The history will open in a new window: 
 

 
 

 
 

  
















































































































