Hourly Time Entry – Supervisor
The University has implemented an online time entry system in SOARHR for hourly (nonexempt) employees to enter their time worked. This online time entry system has been
automated to forward the time sheets to the employee’s supervisor for approval and
once approved, to Payroll for payment.

Electronic Time Entry-Overview
The employee enters time on the time pages in SOARHR.
Once all time has been entered for the current pay period, the employee submits the
timesheet. The submit process forwards an email to the employee’s supervisor and
locks the timesheet for editing. Once the timesheet has been submitted the employee
can no longer make changes to it.
The supervisor will receive an email notification that they have hourly time sheets that
need to be approved. Once the supervisor receives the notification email, they should
sign into SOARHR and approve the employee timesheets as soon as possible.
The supervisor receiving the notification is the supervisor that is listed on the
employee’s job record. If the supervisor from the employee’s job record is not correct,
Human Resources will need to be notified in order to have the job data changed to the
appropriate supervisor.
Getting Started in SOARHR
Click here (https://soarhr.usm.edu) to sign into SOARHR.
The SOARHR sign-on panel will prompt you to enter information in two fields. Use the
tab key to move to the next field. Click on “Sign In” after entering the data into the
specified fields.
USER ID: The SOARHR
identification number
assigned to you, preceded
by a “W”.
PASSWORD: The SOARHR
password associated with
the above user ID.

Approval
To approve time, the supervisor will sign into the time approval page at the following
navigation:
Main Menu > Self Service > USM HR/Payroll Self Service > Hourly Time Entry Approval

Hit the search box to see a list of timesheets
that need approval. Select the appropriate
timesheet from list.

The supervisor has the ability to either
or
the employee’s time. Before choosing to
approve time, the supervisor should verify that the
hours were entered on the correct employee job
record. If not, this could result in the employee
being paid the wrong rate of pay or the wrong
budget string being charged for the expenses. The
supervisor should also verify that the appropriate
leave and holiday time has been entered. Failure to
enter these could result in an employee being
underpaid for a pay period. The number of hours
worked and overtime entered should also be
verified. By approving the timesheet, the supervisor

is certifying that the time entered by the employee is correct and the employee was
authorized to work the time listed.
If there is an issue with the time listed and the supervisor is unable to approve the
timesheet, it is denied and sent back to the employee along with the reason for denial.
The supervisor must state the reason for denial if a timesheet is denied. When a
timesheet is denied, the employee receives an email notification of the denial with
instructions to make the necessary corrections as stated by the supervisor in the
comment section.
The employee should make the necessary corrections and resubmit the timesheet for
supervisor approval as quickly as possible. It is very important that the timesheet be
resubmitted in a timely manner to avoid missing the payroll processing deadline.
A record of the approvals/denials for a timesheet is maintained at the bottom of the
time sheet in the Timesheet Approval section.

Self-Designate a Proxy
In the event that a supervisor is
unable to approve an employee’s
timesheet, they will have the
ability to designate a proxy to
perform the approval process. This
can be done using the following
navigation.
Main Menu > Self Service > USM HR/Payroll Self Service > Time Entry Approval Proxy

Who do I Supervise?
If a supervisor has
questions about which
employees they
supervise, a list is
available at the
following navigation.
Main Menu>Self Service>USM HR/Payroll Self Service>Time Entry Employees

Employee without Time Worked for a Pay Period
Supervisors & proxies are
required to submit a blank
timesheet for employees
that did not work during a
pay period.
Main Menu>Self Service>USM HR/Payroll Self Service>Time Entry Employees
A list of hourly employees will populate. Click the
for any employee who did not work in the active pay period. Press save.
This process will need to be completed every pay period to avoid unnecessary
email/phone calls to verify that the employee did not forget to submit time.

Comp Time Balances
Comp Time balances are maintained in SOARHR. The system converts Comp time at 1.5
the same as overtime.
Ex. An employee works 41 hours for one week. That employee now has 1.5 hours of
comp time. It would be entered as Reg=40 CTE=1

The earnings codes for comp time are:
CTE=comp time earned by the employee during the specified pay period
CTU=comp time used by the employee during the specified pay period
The following is provided as a guideline for comp time. Please refer to the complete
policy which is provided in The University of Southern Mississippi employee handbook.
•
•

Compensatory time is credited at 1 ½ hours per every hour worked over
40.
Personal time and sick time are not considered as “hours worked” by the
Department of Labor.

•
•
•
•
•
•
•

The choice between compensatory time, flex-time, or monetary payment
for overtime hours is at the discretion of the manager.
An employee may only earn up to 240 hours (160 hours of actual overtime
worked) of compensatory time.
At the time 240 hours of comp time is accrued the manager can choose to
deny overtime; however, if overtime is taken without approval it must be
paid at 1 ½ times the regular hourly pay rate.
The employer can require an employee to use comp time before using
personal time.
If an employee transfers to a different department all current comp time
must either be taken or paid out by the current department before the
transfer occurs.
Any unused compensatory time must be paid out at the time of
termination from the university.
The department can refuse a request for comp time if the time that is
requested off places an “undue hardship” on the department.

