
Instructions for Submitting Time Sheets via MyNMU 
 

Time sheets are submitted and approved on a bi-weekly basis via MyNMU for all Technical Office 

Professionals (UAW Local 1950), Administrative/Professionals (UAW Local 2178), and all other non-

represented staff.  All time sheets must be submitted and approved by Tuesday at 11 a.m. after the 

close of the pay period.  Please refer to the payroll calendar at http://www.nmu.edu/paydates.  

 

1. Log in to MyNMU at https://mynmu.nmu.edu/ using your NMU username and password. 
 

 
 

2. Click on the Employee Services Tab, then Time Sheet in the Web for Employees box. 
 

 

http://www.nmu.edu/paydates
https://mynmu.nmu.edu/


3. Employees who are also supervisors will be directed to a screen to either access their own time 

sheet or approve time sheets for their employees.  If you have options available, select the radio 

button next to Access my Time Sheet and then click Select.  Employees without supervisory 

responsibilities will skip directly to step 4. 
 

 
 

4. Click on the appropriate radio button under My Choice.  Most employees will only have one option 

under Title and Department.  Select the appropriate pay period from the drop down box and click 

on Time Sheet.  The time sheet for the pay period is now started and will display a status of In 

Progress.  (Note: If you recently transferred from a different position you will see your previous 

position as well as your current position listed but only your current position should have active 

pay periods.  The completed time sheets from the previous position will be available to view for 

approximately six months and will eventually disappear from view.  Time sheet information 

remains archived within the system.) 
 

 
 

 



5. The time sheet will now appear in a grid format and show the first week of the two week pay 

period.  Click on Enter Hours under the appropriate date and appropriate category to generate a 

box to enter hours at the top of the screen.  Click Save to save the entry.  The hours will now 

display in the grid. 

a. All employees must record any leave time used including annual leave, personal leave, sick 

leave, funeral leave, family care leave, comp time taken, holidays, seasonal bonus days, etc. 

b. Less than 12 month employees need to record their “off contract time” as either Leave w/o Pay 

(<12 mo) or Leave w/Pay (<12 mo) depending on how they have chosen to be paid.  Please 

refer to the guidance at http://www.nmu.edu/hr/lessthan12. 

c. Any unpaid leave time should be recorded as Leave without pay (Furlough). 

d. After Family Care Leave paid at 100% has been exhausted, Family Care Leave paid at 75% 

should be recorded as 6 hours of Family Care 75% and 2 hours of Annual or Personal Leave 

for an 8 hour day. 

e. Salaried AP employees should record any comp time earned on an hour for hour basis.   

f. Non-exempt TOP and employees AP who are eligible for overtime should record any overtime 

hours worked which will be paid at time and a half.   

g. If comp time is chosen in lieu of overtime pay for non-exempt TOP and AP employees, the 

comp time hours earned need to be first converted to an hour and a half for every comp time 

hour earned.  The converted hours should then be recorded as comp time earned. (Example:  

3 hours worked = 4.5 hours entered as comp time earned.) 

h. Part-time TOP employees who work additional hours but less than 40 hours in a week should 

record the additional hours worked in excess of their regular schedule as Regular Pay – 

Additional Hours to be paid at the straight time rate.  Only hours worked in excess of 40 in a 

week should be recorded as overtime to be paid at the time and a half rate. 
 

 
 

 

Click on Enter Hours and enter hours 

in the box that shows up above.   
Click Save after 

entering hours.   

Saved hours will display in the grid.   

http://www.nmu.edu/hr/lessthan12


6. Click on the Next button at the bottom to advance to the second week of the two week pay period 

and continue recording leave time taken, overtime worked, or comp time earned as described in 

step 5.  The Previous button can be used to navigate back to the first week of the two week pay 

period if needed. 

 
 

 
 

7. The Preview button can be used to see a summary of time reported for the entire two week pay 

period. 

 

8. Once all time has been properly recorded, click Submit for Approval.  The time sheet will show the 

date submitted and who it was submitted to at the bottom.  The time sheet is now in Pending 

Status and waiting for supervisor approval. 

 
 

If a correction is needed after the time sheet has been submitted, return to the time sheet to 

determine its status.   

 If the status is Pending it indicates the supervisor has not approved yet.  Open the time sheet 

and click the Return Time button at the bottom to return the time sheet to yourself.  Make the 

necessary corrections and click Submit for Approval.   

 If the status is Approved it indicates your supervisor has already approved.  If the 

submittal/approval deadline has not yet passed, contact your supervisor and ask him/her to 

return the time sheet to you for correction.  Make the necessary corrections and click Submit 

for Approval.  Contact your supervisor to let him/her know the time sheet is available to be 

approved. 

Corrections can no longer be made to time sheets after the time submittal/approval deadline has 

passed.  Please e-mail any corrections to payroll@nmu.edu and copy your supervisor. 

mailto:payroll@nmu.edu

