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Workflow for leave request - current pay
period
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STEP 1

Go to Lake Superior State University

www.lssu.edu

STEP 2

Click on Logins

Loglns | ContactLSSU | Giving | ApplyNow | AtoZ | [

KE SUPERIOR
ATE UNIVERSITY

Arts  Alumni + Friends Campus Life  Traditions About

Made with Tango.us
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STEP 3
Click on My.LSSU

Accessing LSSU Services

Use the following links to login into the various services offered by LSSU.

My.LSSU

Housing

Apply / Manage Account

Made with Tango.us

STEP 4

Type in your username and password

‘L LAKE SUPERIOR

STATE UNIVERSITY

Sign in to your account

abishop1

[J Remember me on this computer

Forgot Password ?

Made with Tango.us
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STEP 5
Click on Sign In

your account

on this computer

Made with Tango.us

STEP 6
Click on 'Anchor Access' from the LSSU Web Services card ('Enter Time' from

the Payroll card is a direct link)

LSSU Web Services

;L Anchor Access

Register for Classes, View Grades, View Academic Transcript,

Payroll

@ Enter Time

Request Time Off

mimn
W=l \iew Leave Balances

Made with Tango.us

i
I Direct Deposit Information
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STEP 7
Click on Employee tab

t, SUPERIUR P LSS W

E UNIVERSITY /

mation Student Financial Aid | Employee

Made with Tango.us

STEP 8

Click on Pay Information

Employee

Benefits and Deductions
Retirement, hez cellaneous, and benefit statements.

Pay Information
= - ocation, earnings and deductions history, or pay stubs.

Tax Forms
W2 Form and W4 information.

Jobs Summary
Leave Balances
Salary Planner
Campus Directory Made with Tango.us
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STEP 9

Click on Enter Time

/¢ My Activities

[]
A
Request Time Off

A
Approve Time
. Annrnva | aava Darinact Made with Tango.us
STEP 10
Click on Start Timesheet

Made with Tango.us
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STEP 11

Click on the date you will be reporting exception time

Made with Tango.us

STEP 12

Click on Select Earn Code

<

(® Add Earn

Earn Code

Select Earn Code

Made with Tango.us
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STEP 13

Select the appropriate Earn Code

Earn Code

Select Earn Code

Docked Pay

Vacation Pay

~

STEP 14

Type in the number of hours for each Earn Code type

(¥ Add Earn Cot

Made with Tango.us

Hours

Made with Tango

(¥ Add Earn Code

Made with Tango.us
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STEP 15

Click on Save

Cancel Save Preview

Made with Tango.us

STEP 16

Report exception time hours for all dates as needed in the timesheet and
Save.
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STEP 17

When completed with the timesheet, Click on Preview

Cancel Save Preview

\ Made with Tango.us

STEP 18

Review the information for accuracy. *Comment Required for Sick Leave
utilization.*

B 4  Bishop, AshleyD

Employee Dashboard Timesheet Payroll & Compensation Admin, 999797.00, 1, 10650, Human Resources Preview
Timesheet Detail Summary

Payroll & Compensation Admin, 999797-00, 1, 10650, Human Resources =
Pay Period: 05/01/2022 - 05/14/2022  8.00 Hours n Frog) Submit By 05/16/2022, 12:01 PM

Time Entry Detail

Date Earn Code shift Total
05/12/2022 SIC, Sick Pay 8.00 Hours.
Summary

Earn Code shift Week 1 Week 2 Total

SIC, Sick Pay 1 800 8.00 Hours

Total Hours

Routing and Status
Name Action Date & Time

Originated

Inthe Queue

Comment [Optional)

I certify that the time entered represents a true and accurate record of my time. | am responsible for any changes made using my 1D

6 Return Made with Tango.us
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STEP 19
Check 'l certify' box.

Comment (Optional):

Add Comment

2000 characters remaining

| certify that the time entered represents a true and accurate record of my t

Made with Tango.us

STEP 20
Click on Submit

Made with Tango.us
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