TL.03 — Time Card Entry and Approval

BU HCM
Specialist

Non-Exempt Employee

HR Line Manager

Central Payroll

Super User

Time & Labor

Time to be Entered

nion, Students,

Workers &
Dining?

Yes

!

KABA Solutions

The business decision to
use swipe functionality is
under review by
Vanderbilt

Enter Time on Time
Card For Each
Applicable
Assignment

Submit Time Card
for Workflow
Approval

Receive Notification
of Time Card
Rejection

Yes

Reenter
Absence?

Time to be Entered

Enter Time on Time
Card on Behalf of
Non-Exempt
Employee

Submit Time Card
for Workflow

Approval

Review Proposed
Time Card(s)

Approved?

Yes

i

If inactive review and
response after xx days —
absence is automatically
approved

Execute Time Card
Approval Process

Reject Proposed
Time Card(s) or
“Request More
Information” and
Provide Details on
Required Resolution

\ 4

Process Payroll
(PY.05)

End




	Time and Labor Business Process Maps.vsd
	TL.03 – Time Card Entry and Approval


