
TIME APPROVER

Instructions to review and approve 
time for Web Time Entry (WTE)
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Login to goNSU and click on the 
Employee tab
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From the Employee channel, click on 
Time Sheet
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Select the Approve or Acknowledge Time 
button and then click Select
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To review the time, click on the highlighted 
employee name
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You can see the summary and time entry detail
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From this screen you can – go to the Previous 
Menu, Approve, Return for Correction, 

Change Record, Delete, Add Comment, or 
move to the Next record.
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If you clicked Approve, the information in the 
Routing Queue is shown
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If you choose Previous or Next from the first 
page, you could check Approve or Return
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When it is approved, you receive the 
acknowledgement
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If you approve time for more than 1 
organization, make your choice and click Select
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If you had selected the Payroll Office you would 
see those employees
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If you had selected Office of Human Resources, 
those employees would display
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The Return for Correction screen
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You receive a message showing it has been 
returned
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The detail now shows Returned for Correction
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When you return for correction, leave a 
comment to indicate the reason
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The detail screen now shows Comments and that it was 
returned.  Also the Routing Queue has changed status
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Please adjust your time for lunch
Time Sheet Returned
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Once the time is adjusted, it will show in your 
queue again, ready for approval
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Successfully Approved Time
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