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Production Systems Access

Flease enter your UNA username and password

leolion@una.edu

By accessing this system, you are agreeing to all
policies governing the University of North Alabama's
(UMNA's) systems. Current policies can be viewed here,
Unauthorized users should disconnect immediately.
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Time Approval and Submission &

Submission card, select
Step 3 _ “Timesheet Approval”.

From the dropdown menu,
be sure to select the time

period you intend to
/ \
| Timesheet v | ‘ All Departments \ ‘ | 06/16/2024 - 06/29/2024 (2024 BW 14) g v | approve-

Distribution 5tatus Report - Timesheet

Employee Dashboard Time Entry Approvals

Step 4

Approvals - Timesheet

Approvals

_| Pending 1

Step 5 Employee Name D Organization Hours/Units
< [ ] Leolion Office of the Lion Habitat 80.00 Hours

The Greatest Mascot in all the World, EX4277

Click on each person’s name to
view and approve their timesheet.
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Timesheet Detail Summary

Step 6 Leo Lion - The Greatest Mascot in all the World, EX4277 . .
~ . Review the time report for
Pay Period: 06/16/2024 - 06/25/2024 80.00 Hours Pending Submitted On 06/20/2024, 09:55 AM
e e accuracy and take action at
Ime en ry etal
Date Earn Code Shift Total the bOttom Of the Screen-
If there are corrections that
need to be made, enter
comments in the appropriate
field and select “return for
correction”.
Summary
e e If no corrections are needed,
Hotdey ¢ Tem click “Approve”.
Comment (Optional):
Confidential C A 4
- I I [ e ]
Step 7 & Timesheet successfully approved. Look for this message in the top

right corner of the screen.
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Time Approval and Submission &

On the Time Approval and
Submission card, select

Step 3 “Leave Approval”.
From the dropdown menu,

Employee Dashboard Time Entry Approvals .

Step 4 Approval - Leave Report be sure to select the time
Approvals periOd yOU intend tO
Leave Report v ‘ ‘ All Departments v ‘ mfmzuzou MN 6) N/ approve'
‘~....-__, <__-"—"
|:| Pending 1
Step 5 Employee Name D Organization Hours/Units
< [ ] Leolion Office of the Lion Habitat 80.00 Hours

The Greatest Mascot in all the World;
EX4277

Click on each person’s name to
~view and approve their timesheet.
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Leave Report Detail Summary Review the leave report for

STEP 6 . o e crestes scotio st he wor, 27 accuracy and take action at
Pay Period: 06/01/2024 - 06/30/2024 |2.00 Hours | InProgress  Submit By 07/15/2024, 11:00 AM the bottom of the screen.
Time Entry Detail
If there are corrections that
| need to be made, enter
Summary comments in the appropriate

Earn Code

field and select “return for
correction”.

AML, Annual Leave

Total Hours

Comment (Optional):

If no corrections are needed,
click “Approve”.

l

Step 7 Timesh A ) Look for this message in the
Q Imesheet successtu Y approved. < top rlght SR Of the

screen.
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