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PIPELINE SSB8 vs PIPELINE SSB9 Documentation – Employees 
These changes will apply to Pipeline 

*If an option isn’t listed, then no changes were made. 
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Employee Tab - Pay and Job Information 
PIPELINE SSB8 – Current View in Pipeline 

There are changes in the views of Pipeline for PIPELINE SSB9.  However, a new “My Profile” tab has been 
added to PIPELINE SSB9. 
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PIPELINE SSB9 – New View in Pipeline 
 
Changes for Pipeline PIPELINE SSB9 include the addition of “My Profile.” 
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My Profile 
 

PIPELINE SSB8 – Current View in Pipeline 
 
Currently, there is no link for “My Profile” in PIPELINE SSB8.  This is new for PIPELINE SSB9. 
 
 
 

                                                                                                                                                                                                                                
PIPELINE SSB9 – New View in Pipeline 

 
The “My Profile” link, contains general demographic information including addresses, phone numbers, 
emails and emergency contacts.  Each section offers an “Edit” and “Add New” button to click.  Once 
changes are made, click “Update” to save.   
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Jobs Summary 

  
PIPELINE SSB8 – Current View in Pipeline 

 
There are changes in the views for Pipeline PIPELINE SSB9 versus Pipeline PIPELINE SSB8under Job 
Summary. 
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PIPELINE SSB9 – New View in Pipeline 
 
For Pipeline PIPELINE SSB9, each section now offers a drop-down option.  Each drop down will display 
historical information related to each position held at MTSU.  The historical information contains dates, 
salary or hourly rates, titles, change reason and departmental information.  These informational fields are 
not updatable. 
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Earnings History 
 

PIPELINE SSB8 – Current View in Pipeline 
 
There are changes for this section for Pipeline PIPELINE SSB9.  The current link provides a date range 
selection, then once displayed, you can click on each earnings type link to display monthly information. 
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PIPELINE SSB9 – New View in Pipeline 
 
For Pipeline PIPELINE SSB9, each section now offers a drop-down option.  Each drop down will display 
historical information related to each position held at MTSU.  The historical information contains position 
type, gross pay and total hours for the month.  These informational fields are not updatable. 
 
 

 
 

 
 
 
 
 

 
  



                           
 Page 10 
 
Earnings by Positions 
 

PIPELINE SSB8 – Current View in Pipeline 
 
Current Pipeline views for Earnings by Position allow dropdown for calendar years as well as position 
selection once you select a calendar year.  
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PIPELINE SSB9 – New View in Pipeline 
 
The new views for Pipeline PIPELINE SSB9 have a different view but offer the same options as current 
Pipeline.  Select the dropdown option for years and positions, then click the drop-down arrow for display 
of information. 
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Pay Stub 
 

PIPELINE SSB8 – Current View in Pipeline 
 
There are changes for this section for Pipeline PIPELINE SSB9.  Current view under Pay Stub provides a 
date range selection, then once displayed, you can click on each pay stub date link to display monthly 
information and breakdown. 
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PIPELINE SSB9 – New View in Pipeline 
The new view under Pay Stub provides a date range selection, then once displayed, you can click on each 
pay stub date link to display monthly information and breakdown.  There is also a printer friendly link 
available. 
 
 

 
 
 

 
 
 
 

  



                           
 Page 14 
 
Direct Deposit Allocation 
 

PIPELINE SSB8 – Current View in Pipeline 
 
There are changes for this section for Pipeline PIPELINE SSB9.  Current view under Direct Deposit 
Allocation shows current Pay Distribution information as well as Proposed Pay Distributions.  
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PIPELINE SSB9 – New View in Pipeline 
 
For Pipeline PIPELINE SSB9, to update your direct deposit allocation, select either “Add New” or click the 
box of the account to update.  Update or add bank routing number, account number, select account type 
and amount.  Check authorization box. 
 

 
 
 
 
 
 
 
 
 

  



                           
 Page 16 
 

Employees - Benefits and Deductions 

Retirement Plans and Options 
PIPELINE SSB8 – Current View in Pipeline 

 
There are changes for this section for Pipeline PIPELINE SSB9.  Current view under Benefits and Deductions 
displays several options (Retirement Plans and Options, Insurances, Deductions History, Miscellaneous 
Benefits, Foundation Payroll Deductions, Benefit Statement and Edison).  When you click on the link, you 
will be directed to a page that maintains all the above, but you will land on the section in which you clicked.  
You will see active as well as inactive plans. 
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PIPELINE SSB9 – New View in Pipeline 
 
For Pipeline PIPELINE SSB9, you will see the same section, but when you click on the individual links, you 
will be directed to the “Benefit Summary Date Criteria” page where all current benefits are displayed.  This 
page represents your Benefits Summary.  In addition, you will see the link to the State of Tennessee 
enrollment page (Edison) which is used during each annual enrollment period (October). 
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Insurances 
 

PIPELINE SSB8 – Current View in Pipeline 
There are changes for this section for Pipeline PIPELINE SSB9.  Current view under Benefits and 
Deductions displays several options (Retirement Plans and Options, Insurances, Deductions History, 
Miscellaneous Benefits, Foundation Payroll Deductions, Benefit Statement and Edison).  When you click 
on the link, you will be directed to a page that maintains all the above, but you will land on the section in 
which you clicked.  You will see active as well as inactive plans. 
 

 
                                                                                                                                                                                                                                

PIPELINE SSB9 – New View in Pipeline 
For Pipeline PIPELINE SSB9, you will see the same section, but when you click on the individual links, you 
will be directed to the “Benefit Summary Date Criteria” page where all current benefits are displayed.  
This page represents your Benefits Summary.  You would scroll through the entire section for each of your 
benefits displayed.  In addition, you will see the link to the State of Tennessee enrollment page (Edison) 
which is used during each annual enrollment period (October). 
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Deductions History 
 

PIPELINE SSB8 – Current View in Pipeline 
 
There are changes for this section for Pipeline PIPELINE SSB9.  Current view under Deductions History 
displays a date range and you click on “Display” to see a summary of each deduction with year-to-date 
history. 
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PIPELINE SSB9 – New View in Pipeline 
 
For Pipeline PIPELINE SSB9, you will see the same section, but when you click on the individual link, the 
date range will display with the listing displayed below.  It displays deductions along with year-to-date 
amounts.  
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Miscellaneous Benefits 
 

PIPELINE SSB8 – Current View in Pipeline 
 
There are changes for this section for Pipeline PIPELINE SSB9.  Current view under Miscellaneous 
Benefits displays several options for all deductions considered miscellaneous and voluntary.  You will see 
active as well as inactive plans under current PIPELINE SSB8. 
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PIPELINE SSB9 – New View in Pipeline 
 
For Pipeline PIPELINE SSB9, you will see the same section, but when you click on the individual links, you 
will be directed to the “Benefit Summary” page where all current benefits are displayed.  This page 
represents your Benefits Summary.  You would scroll through the entire section for each of your benefits 
displayed and you will only see active deductions.   You would need to change the date range to see 
inactive deductions. 
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Foundation Payroll Deductions 
 

PIPELINE SSB8 – Current View in Pipeline 
 
There are no changes in views between PIPELINE SSB8 and PIPELINE SSB9 for Foundation deductions as 
you are directed to a dynamic form via single sign-on. 
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PIPELINE SSB9 – New View in Pipeline 
 
There are no changes in views between PIPELINE SSB8 and PIPELINE SSB9 for Foundation deductions as 
you are directed to a dynamic form via single sign-on. 
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Benefit Statement 
 

PIPELINE SSB8 – Current View in Pipeline 
There are changes for this section for Pipeline PIPELINE SSB9.  Current view under Benefits and 
Deductions displays several options (Retirement Plans and Options, Insurances, Deductions History, 
Miscellaneous Benefits, Foundation Payroll Deductions, Benefit Statement and Edison).  When you click 
on the link for Benefits Statement, you are directed to enter your MTSU ID and then click “Select” to 
continue. You will see an “As of Date” and you click “select” to continue.  A Benefits Summary will display 
listing Personal Data and all active deductions/benefits. 
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PIPELINE SSB9 – New View in Pipeline 
 
For Pipeline PIPELINE SSB9, you will see the same section, but when you click on the individual link for 
Benefits Statement, you will be directed to the “Benefit Summary” page where all current benefits are 
displayed.  This page represents your Benefits Summary.   
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Employees - Electronic Personnel Action Form (EPAF) 
EPAF Menu 

PIPELINE SSB8 – Current View in Pipeline 
You will not have access to Electronic Personnel Action Forms unless you have attended training.  MTSU 
Human Resources offers monthly training for employees to obtain access to this system.  This system is 
used for hiring student workers, temp hourly workers, adjunct faculty, graduate assistants, and 
processing summer school payments.   The views for PIPELINE SSB9 are the same as PIPELINE SSB8 for 
this section, but once you click on the individual links, the views are different.  Please see the HRS web 
page under “other information” under “Training” for all instructions related to EPAF processing. 
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PIPELINE SSB9 – New View in Pipeline 
 
For Pipeline PIPELINE SSB9, you will see the same options once you click on the Electronic Personnel 
Action Forms (EPAF) link. Please see the HRS web page under “other information” under “Training” for all 
instructions related to EPAF processing. 
 

 
 
When you click on Electronic Personnel Action Forms (EPAF), it brings up the options below. 
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EPAF Approver Summary 
 

PIPELINE SSB8 – Current View in Pipeline 
For PIPELINE SSB8, when you click on the “Approver Summary” link, you will see the approver summary 
displayed as well as a section for “In My Queue) and “History” with “Current” being displayed.  A listing of 
EPAF transactions awaiting approval will be displayed.  By clicking on the individual name, you can take 
action on the EPAF.   Please see the HRS web page under “other information” under “Training” for all 
instructions related to EPAF processing. 
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PIPELINE SSB9 – New View in Pipeline 
For Pipeline PIPELINE SSB9, when you click on the individual link for approver summary, you will see an 
additional menu where you click on an individual section.  You then click on “Approver Summary” and you 
will see a similar menu to PIPELINE SSB8.  By clicking on the individual name, you can take action on the 
EPAF.  Please see the HRS web page under “other information” under “Training” for all instructions related 
to EPAF processing. 
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EPAF Originator Summary 
 

PIPELINE SSB8 – Current View in Pipeline 
 
For PIPELINE SSB8, when you click on the “EPAF Originator Summary” link, you will see any EPAF you 
originated displayed currently and you have the option of changing to the “History” tab to see all 
originated EPAFs.  You would click on the individual name to update the EPAF if it is in a waiting status.  
EPAFs that are listed as pending cannot be updated as they are awaiting approvals.  The EPAF must be 
returned by the approver to be updated.   Please see the HRS web page under “other information” under 
“Training” for all instructions related to EPAF processing. 
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PIPELINE SSB9 – New View in Pipeline 
 
For Pipeline PIPELINE SSB9, when you click on the individual link for originator summary, you will be 
directed to the originator summary page.  By clicking on the individual name, you can take action on the 
EPAF.  EPAFs that are listed as pending cannot be updated as they are awaiting approvals.  The EPAF must 
be returned by the approver to be updated.   Please see the HRS web page under “other information” 
under “Training” for all instructions related to EPAF processing. 
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New EPAF 
 

PIPELINE SSB8 – Current View in Pipeline 
 
For PIPELINE SSB8, when you click on the “New EPAF link, you will be directed to enter the individual’s ID 
and begin the process for creating a new EPAF.  Please see the HRS web page under “other information” 
under “Training” for all instructions related to EPAF processing. 
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PIPELINE SSB9 – New View in Pipeline 
 
For Pipeline PIPELINE SSB9, when you click on the individual link for New EPAF you will be directed to the 
EPAF Person Selection page.  You will be directed to enter the individual’s ID and begin the process for 
creating a new EPAF.   Please see the HRS web page under “other information” under “Training” for all 
instructions related to EPAF processing. 
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EPAF Proxy Records 
 

PIPELINE SSB8 – Current View in Pipeline 
 
In PIPELINE SSB8, the EPAF Proxy Records section allows a department head to select an employee to 
act as their proxy to approve EPAF transactions.  Please see the HRS web page under “other information” 
under “Training” for all instructions related to EPAF processing. 
 
 

 
                                                                                                                                                                                                                                

PIPELINE SSB9 – New View in Pipeline 
 
In PIPELINE SSB9, the EPAF Proxy Records section view is different from PIPELINE SSB8. Click the EPAF 
Proxy Records link, then select the Approval Level.  Please see the HRS web page under “other 
information” under “Training” for all instructions related to EPAF processing. 
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Employees - Federal Income Tax Information 

W-4 Employee’s Withholding Allowance Certificate 
PIPELINE SSB8 – Current View in Pipeline 

 
In Pipeline SSB8, update W-4 Withholding by going to the Employees Home page and click on “Update  
W-4 Withholding”.  The Federal Income Tax information can be updated and the SSB8 page is shown 
below. 
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PIPELINE SSB9 – New View in Pipeline 
 
SSB9 - New View of Update W-4 
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Electronic Regulatory Consent 
 

PIPELINE SSB8 – Current View in Pipeline 
 
Electronic W-2 and 1095-C Consent 
 
 

 
 
                                                                                                                                                                                                                                

PIPELINE SSB9 – New View in Pipeline 
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W-2 Wage and Tax Statement 
 

PIPELINE SSB8 – Current View in Pipeline 
 
W-2 Wage and Tax Statement 
 
 

 
 

                                                                                                                                                                                                                                
PIPELINE SSB9 – New View in Pipeline 

 
W-2 Wage and Tax Statement 
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1095 Employer-Provided Health Insurance Offer and Coverage Statement 
 

PIPELINE SSB8 – Current View in Pipeline 
 
1095-C Employer-Provided Health Insurance Offer and Coverage Statement 
 
 

 
 

                                                                                                                                                                                                                                
PIPELINE SSB9 – New View in Pipeline 

 
1095-C Employer-Provided Health Insurance Offer and Coverage Statement 
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Employees - Leave Report / Time Entry 

 

Access my Time Sheet 
 

PIPELINE SSB8 – Current View in Pipeline 
MTSU 

Web Time Entry “Quick Reference” for Classified Employees 
 

1. Login to PipelineMT. Please contact the ITD Help Desk @ 5345 if you need help with  
your username and/or password.  
2. If using a computer, Click on “Employee” in the side bar on the left side of the screen. If  
completing this on a cell phone, once you log on pipeline, you can click the three  
horizontal lines at the top right-hand side of your phone and then click the employees tab.  
If your phone is turned sideways, after you click on pipeline, click on the square person  
icon and then click employees to continue to the next step.  
3. Click the “Time Entry” icon (it looks like a clock) in the upper right portion of the screen. 
4. You will see one of two screens: 
     • Time Reporting Selection – If you are an approver/proxy you will see this  
screen first. Choose Access my Time Sheet and click the Select button. This will  
take you to Time Sheet Selection – you are ready for Step 5.  
or  
     • Time Sheet Selection – you are ready for Step 5.  
5. Use the drop-down arrow to select the correct pay period. The most current pay period  
will always appear in the box. Keep in mind that a new pay period begins the 16th of  
every month, so you will have to use the dropdown arrow when you want to access the  
previous pay period. For example, the April 16th to May 15th pay period will appear in  
the box until May 15th. On May 16th, the May 16th to June 15th payroll will appear.  
When you have selected the pay period you want, click the TIME SHEET button.  
6. Your WTE time sheet will appear. Use the scroll bar to scroll up and down your time  
sheet. At the top of your time sheet you will see: 
     • Title and Number – This is your position title and position number.  
     • Department and Number – This is your department and T-Organization  
number (used for Time Keeping).  
     • Time Sheet Period – pay period dates for the time sheet. 
     • The Submit By Date - the date your Approver must have your time sheet to  
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payroll … your time sheet should be submitted to your approver on the 16th (or the  
first working day after the 15th) in order for your Approver to have time to review  
and approve your time sheet. 
7. At the bottom of your time sheet, you will see the following buttons:  
     • POSITION SELECTION – takes you back to the Time Sheet Selection page  
     • COMMENTS – employees can leave comments or read comments from their  
Approver and/or Proxy  
     • PREVIEW- changes the time sheet to landscape format and allows the  
employee to quickly view hours entered on their entire time sheet. 
     • SUBMIT FOR APPROVAL – Only click the Submit for Approval Button after  
all your hours for the pay period have been entered and you have made sure your  
time worked is correct and you are ready for your supervisor to approve (If you  
accidently click this button your approver/proxy can return your time sheet back to 
you!).  
     • RESTART – Clicking this button will delete everything entered on your time sheet  
and allow you to start over. 
     • NEXT – shows the next seven days of the pay period. 
     • PREVIOUS – appears after you have used the NEXT button. This will show the  
seven previous days. 
8. To enter time for one day: 
     • Select the correct Earning (ex. Monthly Pay/Hrs Worked) and the correct date (ex.  
Monday, April 16th) and click on the blue Enter Hours. 
     • Enter hours worked in the Hours box (at the top of the time sheet). 
     • Click the Save Button. 
     • You can enter hours in only one Earning category (7.5 Hrs Worked or divide your  
hours between several Earnings categories (ex. 2.5 Hrs Worked/3.5 Annual  
Leave/1.5 Sick) 
     • Partial hours can be entered in tenth’s (see Attachment A). 
9. To enter the same time for several days (Copy Feature): 
     • Select the correct Earning and the correct date and click on the blue Enter Hours. 
     • Enter Hours in the Hours box click Save. 
     • Click the Copy button. 
     • Check either the Copy from date displayed to the end of the pay period box or  
select the individual boxes below each day you wish to copy to. 
     • Select the Time Sheet button to return to your time sheet. 
     • Verify that the hours actually copied to the dates you selected, but not on holidays. 
10. If you have entered the wrong hours in the correct earning: 
     • From the time sheet, click the hours entered under the column of the date and  
row of the earning for the hours to be corrected. 
     • Delete the hours in the Hours field by either highlighting the hours and using the  
Delete key or using your cursor and the Backspace key to delete. 
     • In the Hours Field, type the correct number of hours. 
     • Click the Save button. 
11. If you have entered the right hours in the wrong earning: 
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     • From the time sheet, click the hours entered under the column of the date and  
row of the earning for the hours to be corrected. 
     • Delete the hours in the Hours field either by highlighting the hours and using the  
Delete key or using your cursor and the Backspace key to delete. 
     • Click the Save button. 
     • Scroll back down the time sheet and select the column and row of the date and  
earning that should have been entered. 
     • In the Hours Field, type the correct number of hours. 
     • Click the Save button. 
12. To double-check your time sheet: 
     • Use the Preview button at the bottom of the time sheet to double-check your time  
and leave entries. 
     • Only the earning codes and hours you have entered will appear in preview  
mode making it much easier to view and check. 
     • Use the scroll bars to view your entire time sheet. 
     •Be sure your work and leave hours entered on your time sheet are  
100% correct. Your check will be based on your WTE time 
sheet.  
     • If desired, you can print your time sheet using the Browser’s File and Print  
Preview commands. You will need to set your page setup to Landscape and  
adjust the size of the document to enable you to print the entire pay period. 
13. To submit your WTE time sheet: 
     • Click the Submit for Approval button to submit your time sheet when it is 
complete. 
     • You should see “Your time sheet was submitted successfully” appear at the top  
of your time sheet. 
     • You should also see the name of your Approver or Proxy appear at the bottom of  
your time sheet by “Waiting for Approval From” 
     • Once your time sheet has been submitted for approval, no further action is  
needed unless your time sheet is returned to you for correction.  
14. If a time sheet is returned for correction:  
     • Correct your time sheet per your approver or proxy instructions. 
     • Once the corrections have been made click the Submit for Approval button. 
     • Verify that your time sheet has been submitted for approval. 
15. Login again before Payroll due date to verify that your supervisor has approved your  
 time sheet. It should say “Approved By” and show your Approvers and/or Proxies name.  
16. During the pay period, your WTE time sheet appears in the following statuses: 
     • Not Started – time sheet has not been opened by employee 
     • In Progress – time sheet has been opened by employee 
     • Pending – time sheet has been submitted for approval 
     • Return for Correction – approver/proxy returned time sheet (may or may not 
happen) 
     • Approved – time sheet has been approved by department and is pending  
approval by payroll 
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     • Completed – time sheet has been processed by payroll 
17. Review the WTE training information found on the HRS website:  
https://mtsu.edu/hrs/training/docs/WTE_Training_Presentation_Classified.pdf  
18. If you have any questions, contact your approver/proxy. 
 

MTSU 
Web Time Entry “Quick Reference” for Student/Hourly Employees 

 
1. Login to PipelineMT. Please contact the ITD Help Desk @ 5345 if you need help with  
your username and/or password.  
2. Click “Employee” in the side bar on the left side of the screen. If completing this on a  
cell phone, once you log on pipeline, you can click the three horizontal lines at the top  
right-hand side of your phone and then click the employees tab. If your phone is turned  
sideways, after you click on pipeline, click on the square person icon and then click  
employees to continue to the next step. 
3. Click the “Time Entry” icon (it looks like a clock) in the upper right portion of the screen. 
4. Select position and correct pay period; click on Time Sheet button. 
(If you have multiple positions, it is extremely important that you select the correct  
position to enter hours. Also, be sure you are entering hours on the correct pay  
period).  
5. Click on Enter Hours for the day you need to enter work hours. 
6. The Time In and Time Out form will appear. To enter time correctly, please remember  
the following: 
     • Enter your time worked on your WTE time sheet often … don’t wait until the end of  
the pay period to enter time for the entire month. 
     • Time must be entered in intervals of 15 minutes in the 99:99 format. For example,  
10:00, 10:15, 10:30, 10:45. Round minutes to nearest quarter hour. 
     • Pay attention to dates and times when entering your time worked. 
     • Enter hours worked after 12:00 AM on the next day’s Time In and Time Out form. 
     • AM = 12:00 midnight to 11:59 noon 
     • PM = 12:00 noon to 11:59 mid-night 
     • Select Save to save hours entered for that day. 
     • You can use the comment button to enter any additional information for any work  
day. Date each comment made since all comments for the month appear in the same  
box. 
     • The Submit By Date on your Time Sheet is the date your Approver must have your  
time sheet to payroll…be sure to submit your time sheet to your approver as soon as  
possible after your last day worked in the pay period. 
     • Only hit the Submit for Approval Button after all your hours for the pay period have  
been entered and you have made sure your time worked is correct and you are ready  
for your supervisor to approve. 
7. Verify that the Time Sheet has been submitted for approval by looking at the bottom of  
your time sheet. It should say “Waiting for Approval By:” and show your Approvers  
name. 
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8. Login again before Payroll due date to verify that your supervisor has approved your time  
sheet. It should say “Approved By” and show your Approvers and/or Proxies name. 
9. If you do not submit your time sheet on time, you will not be paid until the following  
month and you will be required to complete a manual time sheet signed by your  
department head. 
10. Review the WTE training information found on the HRS website:  
https://www.mtsu.edu/hrs/training/docs/WTE_Student_Hourly_Employees.pdf 
11. If you have any questions, contact your approver. 

                                                                                                                                                                                                                                
PIPELINE SSB9 – New View in Pipeline 

 
WTE “Quick Reference” For Classified Employees 

 
1.) Login to PipelineMT.  Please contact the ITD Help Desk @5345 if you need help with your username 

and/or password, or if you do not see “Employees” in the side bar on the left side of the screen. 
 

2.) Click on “Employees” in the sidebar on the left side of the screen. 

 
3.) Click the “Time Entry” icon (it looks like a clock) in the upper right portion of the screen.   
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4.) The most current pay period dates will always appear in the box.  Keep in mind that a new pay 

period begins on the 16th of every month, so you will have to use the dropdown arrow when you 
want to access the previous pay period. For example, the April 16th to May 15th pay period will 
appear in the box until May 15th.  On May 16th, the May 16th to June 15th pay period will appear.  To 
start the timesheet, click the “Start Timesheet” button. 

 
5.) When the timesheet is opened, it will highlight today’s date, so you will need to use the arrow 

under the pay period dates (on the left) to navigate back to the beginning of the timesheet and the 
arrow under the deadline (on the right) to navigate to the end of the current timesheet.  

 
6.) At the top left of your timesheet, you will see: 

• Title and Position Number – This is your position title and position number. 
• T-Org and Department & rate of pay– This is your T-Org number and your Department along 

with your current rate of pay. 
• Timesheet Period – pay period dates for the timesheet. 

At the top right of your timesheet, you will see:  
• The Restart Time button – This is used if you need to empty your timesheet of all hours and 

restart the timesheet. 
• The Leave Balances button – This function is used to view your leave balances. 
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• The status of your timesheet 
o In Progress means that your timesheet is in your queue and you have access to enter 

your hours 
o Pending means that your timesheet is submitted and it is in your approvers queue to 

review and approve for payroll. 
• The Submit By Deadline – This is the date and time your timesheet must be submitted to be 

included in the payroll. 

 
7.)  To enter time for one day: 

• Click on the date you want to enter hours into. 
• Select the correct Earn Code below the dates line (Ex: Monthly Pay/Hours Worked). Use the 

dropdown to show the other types of Earn Codes or leave to record. 
• Enter hours worked in the Hours box.  
• Click the “Save” button or you will get an alert. 
• You can enter hours in only one Earn Code category (7.5 Hours Worked) or divide your hours 

between several Earn Codes categories (Ex: 2.5 Hours Worked/3.5 Annual Leave/1.5 Sick 
Leave) 

• Partial hours can be entered in tenth’s (see How to Report a Partial Hour)    
• To enter the same time for several days (Copy feature): 

o Select the correct date. 
o Select the correct Earn Code. 
o Click “Save” and the Copy button icon, which looks like two staggered pages on the 

right. 

https://hrs.mtsu.edu/wp-content/uploads/sites/26/2024/10/How_To_Report_A_Partial_Hour.pdf
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o To copy through the whole pay period, click the “Copy to the end of the pay period” 
box or select the individual boxes below each day you wish to copy to. 

o Click the “Save” button. 
o Verify that the hours copied to the dates you selected, but not on holidays. 

 
8.)   If you have entered the WRONG HOURS in the correct Earn Code: 

• Select the date you need to correct the hours for and click the Edit icon which looks like a 
pencil on the right and correct the hours. 

• Click “Save.” 

 
 

9.)  If you have entered the WRONG Earn Code for a day: 
• Select the date you need to correct the Earn Codes for and click the Edit icon (on the right) 
• On the right side of the screen under the dates line, there is a small circle with a dash inside 

it.  This is the delete button for the Earn Codes. Click this button.  This will remove the line 
for that Earn Codes completely. 
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• You will receive the alert, “Are you sure you want to delete the earning record?”  If so, click 
"Yes.” 

 
• Click the “Save” button. 
• Select the correct Earn Code(s) for that day.  If you worked some of the day and need to add 

another Earn Code for that day to complete your hours, you will need to click the “Add Earn 
Code” button to add it. 

 
• Add the hours into the Hours box. 
• Click the “Save” button. 

 
10.)  To double-check your timesheet: 

• Click the “Preview” button (lower right) – This will give you a list of hours and dates within 
your timesheet to review.  This screen is called the Time Entry Detail page.  You must click 
the Preview button to get to the Submit button.  

• Be sure your work and leave hours entered on your timesheet are 100% correct.  Your check 
will be based on your WTE timesheet.   

• Once you have reviewed that all dates and hours are correct, scroll down to check the total 
hours for each week as well as the number of total hours entered for that pay period.   
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11. )  To submit your WTE timesheet:  

• Click the “Submit” button at the bottom right of the page. 
• You should see the name of your Approver or Proxy appear at the bottom of your timesheet 

with “Pending Approval” next to their name. 
• You should see an alert in green at the top right of the timesheet that says, “Timesheet 

successfully submitted.” 
• Once your timesheet is submitted for approval, no further action is needed UNLESS your 

timesheet is returned to you for correction. 
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12. )  If a timesheet is returned to you for correction: 

• Correct your timesheet per your approver or proxy instructions using the edit button. 
• Once the corrections are made, click the “Preview” button (lower right), review the preview 

screen, and scroll down to the bottom. 
• Click “Submit” 
• Verify that your timesheet was successfully submitted and is pending your Approver. 

 
13.)   Login again before the Approval deadline to verify that your supervisor has approved your  

timesheet.  
• It should say, “Approved on Date By…” and show your Approvers and/or Proxy’s name. 

 
14.)   Review the WTE information found on the HRS Website:  Possible Hours in WTE Pay Periods. 

 
15.)   If you have any questions, contact your approver/proxy.  

 
 
 
 
 
 
 

 
 
 
 
 

https://hrs.mtsu.edu/wp-content/uploads/sites/26/2024/12/2025_POSSIBLE_HOURS_IN_PAY_PERIODS.pdf
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WTE “Quick Reference” For Student/Hourly Employees 
 

1.) Login to PipelineMT.  Please contact the ITD Help Desk @5345 if you need help with your username 
and/or password, or if you do not see “Employees” in the side bar on the left side of the screen. 

 
2.) Click on “Employees” in the sidebar on the left side of the screen. 

 
 

3.) Click the “Time Entry” icon (it looks like a clock) in the upper right portion of the screen.   

 
4.) Your timesheet(s) will be listed on the Timesheet page. 

   
5.) Select the position and ensure you are in the correct pay period. 
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• If you have multiple positions, it is extremely important that you select the correct position 
to enter hours and that you are in the correct pay period. 
    

6.) To start the timesheet, click the “Start Timesheet” button. 

 
7.) When the timesheet is opened, it will highlight today’s date or the first date in that position 

available. 
 

8.) Use the arrow under the pay period dates (on the left) to navigate back to the beginning of the 
timesheet and the arrow under the deadline (on the right) to navigate to the end of the current 
timesheet.  

 
9.) On your timesheet: 

 
At the top left of your timesheet, you will see: 

• Position Title, and Position # - This is your position title and position number. 
• T-Org and Department & Rate of pay– This is your T-Org number and your Department, 

along with your current rate of pay. 
• Timesheet Period – pay period dates for the timesheet. 

  At the top right of your timesheet, you will see:  

• The Restart Time button – This is used if you need to empty your timesheet of all hours and 
restart the timesheet. 

• The Leave Balances button – This function is not used for student and hourly employees. 
• The status of your timesheet 

o In Progress means that your timesheet is in your queue and you have access to enter 
your hours 

o Pending means that your timesheet is submitted and it is in your approvers queue to 
review and approve for payroll. 

• The Submit By Deadline – This is the date and time your timesheet must be submitted to be 
included in the payroll. 
 

10.) Select the day you need to enter work hours. 
 

11.) The Start Time and End Time are located below the calendar view in your timesheet. 
 

12.) To enter your start time, click on the small clock on the right-hand side of the Start Time box. 
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• You will then see a drop-down box from which to choose your start time. 
 

 
• You cannot type the hours into the boxes.  You must use the drop-down to select your 

hours, minutes, and the AM/PM selection. After selecting the hours box, hover your cursor 
over the hours and use the scroll button on your mouse or the arrow up and down buttons 
on your keyboard to choose the hours, minutes, and AM/PM within the drop-down.  

• Round your entry to the nearest quarter hour.   
• (Ex: If you started at 8:10 am, you would choose 8:15 am as your start time.  If you started at 

8:02 am, you would choose 8:00 am as your start time.) 
• Pay attention to dates and times when entering your time worked. 

 
13.)  Click “Set” once you have the correct start time chosen. 
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14.)  To enter your End Time, click on the small clock on the right-hand side of the End Time box. 

 
• You cannot type the hours into the boxes.  You must use the drop-down to select your 

hours, minutes, and the AM/PM selection. After selecting the hours box, hover your cursor 
over the hours and use the scroll button on your mouse or the arrow up and down buttons 
on your keyboard to choose the hours, minutes, and AM/PM within the drop-down. 

• Round your entry to the nearest quarter hour.   
• (Ex: If you ended your work at 12:50 pm, you would choose 12:45 pm as your end time.  If 

you ended your work at 1:02 pm, you would choose 1:00 pm as your end time.) 

 
15.)  Click “Set” once you have the correct start time chosen. 
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16.) To enter your time correctly, please remember the following: 
• Enter your time worked on your WTE timesheet often…do not wait until the end of the pay 

period to enter time for the entire month. 
• If you worked after 12:00 AM (midnight), you should count those hours as part of the next 

day, not the previous one. 
i. AM = 12:00 midnight to 11:59 in the morning 

ii. PM = 12:00 noon to 11:59 at night 
 

17.)  Click the “Save” button at the bottom right of your screen for that day. 
 

 
18.)  To use the Copy Feature, enter your hours into a day using the above steps and click save.  On the 

right of your screen, click the Copy icon. 

 
19.) You can choose to click the individual calendar dates you would like to copy to, or one of the 

options on the left. 
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20.) Click “Save” and verify that the time entries copied into the correct dates on your timesheet. 

 
21.) Click “Preview” - This will allow you to review your timesheet in a list format and be able to access 

the “Submit” button. 
 

22.) The Submit By date on your timesheet is the date your Approver must have your timesheet to 
payroll… Be sure to submit your timesheet to your approver as soon as possible after your last day 
worked in the pay period.  

  
23.) After you have reviewed your timesheet for correctness, click the “Submit” button on the bottom         

right of your screen ONLY once. 

 
24.) You should see the date and time that you submitted your timesheet under Routing and Status as 

well as an alert that the “Timesheet successfully submitted.”  
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25.) Verify that the timesheet has been submitted for approval by also checking if the timesheet is 

Pending Approval by your approver's name in the Routing and Status section.  
 
26.) Login again before the Payroll due date to verify that your supervisor has approved your timesheet.  

It should say, “Approved By” and show your approvers or proxy’s name. 
 
27.) If you do not submit your timesheet on time, you will not be paid until the following month and you 

will be required to complete a Student and Hourly WTE Back Hour Timesheet signed by your 
department head. 

 
28.) If you have any questions, contact your approver. 
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Access my Leave Report 
 

PIPELINE SSB8 – Current View in Pipeline 
Time Reporting Selection Individuals who have the role of approver or proxy will begin at the Time Reporting 
Selection page. This page requires you to tell the system what you want to do, such as accessing your leave 
report or accessing leave reports for approval. (Note: Accessing my Leave Request is not available at this 
time.) Individuals without these roles begin with the Leave Report Selection page.  
 
Begin by clicking the Access my Leave Report radio button under My Choice and then the Select button. 
 

 
 
Leave Report Section The Leave Report Selection page contains a dropdown box of available leave reports 
related to the position in that row. Click the dropdown box to display the available leave reports. Leave 
reports are displayed in chronological order by leave period and shows the status of the report (i.e., Not 
Started, In Progress, Pending, etc.).  
 
Be sure to select the appropriate month when entering your leave usage. Click the Leave Report button to 
open the leave report after choosing the appropriate month. 
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Entering hours on your Leave Report.  
 
Upon opening your leave report, notice the certification statement near the top of the page. This statement 
legally acknowledges your login to the leave report and submission of the leave report to be true and 
accurate, just the same as if you signed a paper document.  
 
Below the certification statement is your position number, department, and leave period information.  
 
Please pay special attention to the Submit by Date. Your leave report must be submitted and approved by 
this date. This date is usually around the fifth to eighth day of the following month. Employees are strongly 
encouraged to enter their leave throughout the month. Employees should have their leave reports 
completed and submitted for approval by the first or second day of the following month. The approvers then 
have time to review, return for correction, and approve the leave report.  
 
ALWAYS REPORT THE TYPE OF LEAVE YOU TAKE EVEN IF YOUR LEAVE BALANCE IS INSUFFICIENT. Enter sick 
leave as “Sick Leave” regardless of your Sick Leave balance. The Banner system will automatically adjust 
using your Annual Leave, if needed. NOTE: This pertains to Administrative employees and 12 Month Faculty 
only. 9/10 Month Faculty do not accrue Annual Leave. 
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The leave report is in a grid format with days of the week displaying across the top of the grid. A list of 
available types of leave are along the left side of the grid; and links entitled “Enter Hours” display in each 
date block within the grid 
 

 
Leave is entered for each appropriate day of the leave period and can be copied to multiple days. We discuss 
the copy feature in the “Entering Multiple Days at a Time” section later in this document.  
 
The leave report displays one week at a time. To advance to the next week of the leave period, click on the 
NEXT button. Click the PREVIOUS button to return to the previous week of the leave period (the “Previous” 
button will not appear the first week of the month since there are no previous dates to view). 
 

 
 
Position Selection  
 
If you have changed positions within the leave period, contact the Payroll Services department for help if you 
see more than one leave report available 
 

 
 
Comment  
 
You may add comments to your leave report by clicking on the Comments button. Enter your message and 
click on the Save button to save the entry. Click on the “Previous Menu” button to return to your leave report. 
Comments can be edited or deleted before your leave report is submitted for approval. However, once 
submitted comments are permanent. Comments are not confidential, do not go away, and are a part of the 
employee’s permanent record. 
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Previewing the Leave Report  
 
You may preview your leave report by clicking on the Preview button. The preview feature displays the leave 
period horizontally across the web page. Use the horizontal scroll bar to view days not being displayed in the 
initial view.  
 
The Leave Reporting System is designed as a “paperless” system and not designed for printer friendly 
purposes. If you must print a copy of your report, use the landscape setting. NOTE: Your report will not print 
on one page 
 

 
 
Submit for Approval  
 
Click the Submit button only after all leave is entered for month, previewed by you, and is ready for approval. 
Once you have submitted your leave report for approval, you may no longer make any changes 
 

 
 
Restarting the Leave Report  
 
If you make errors while entering your leave, you can clear the entire leave report while it is in In Progress, 
Returned for Correction and Error status by clicking on the Restart button. Restarting a leave report will clear 
all entries and return the report status to In Progress. To restart, click on the Restart button and a 
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confirmation screen will appear. Confirm the restart by clicking on the Submit button. The leave report will 
reappear with no time entered in any fields. You may then begin entering time 
 

 
 
Entering only one day of leave at a time:  
NOTE: 9/10 Month Faculty do not have a choice of Annual Leave  
 
Scroll to the day you need to report leave and click on “Enter Hours” of the appropriate leave type. This link 
will open a dialog box that you will enter the number of hours. Click on the blue “Enter Hours” link and enter 
number of hours used in the “Hours” box. Use decimals as needed to report parts of hours (7.3 = 7 hours and 
15 minutes, 7.5 = 7 hours and 30 minutes, etc.) See the “Reporting Partial Hours Grid” section later in this 
document. 
 

 
 
Click on the SAVE button and your leave will be entered 
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Entering multiple days at a time NOTE: 9/10 Month Faculty do not have a choice of Annual Leave 
 

 
 
Scroll to the day you need to report leave and click on “Enter Hours”. This link will open a dialog box that you 
will enter the number of hours. Click on the blue “Enter Hours” link and enter number of hours used in the 
“Hours” box 
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Click on the COPY button 
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The following screen will appear. 

 
 
Check the box under each date that you intend to enter leave OR if you are entering leave for the entire 
month click the box on the “Copy from date displayed to end of the leave period:” line. Do not click on the 
“Include Saturdays” or “Include Sundays:” unless these are normal workdays for you.  
 
Enter Hours 16 Click COPY before clicking Leave Report button NOTE: Please make sure that you do not 
enter leave for holidays or weekends. 9/10 Month Faculty will not report leave on Fall/Spring breaks. 
 
 Scroll to the bottom of the page and click on the COPY button once you have marked your Leave Report 
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Click on the Leave Report button and you will be directed back to the Leave form. At this point, you will be 
able to submit your report or log out. Once you have submitted your leave report for approval, you will not be 
able to make any changes. 

 
Submitting your Leave Report for Approval  
 
Before submitting your leave report for approval, click the Preview button to review your entries. If you have 
no corrections after previewing and are ready to submit, click on the Submit for Approval button. Remember, 
once you have submitted your leave report for approval you cannot make changes. 
 

 
 
After submitting your leave report, its status changes from In Progress to Pending. It will remain in Pending 
status until your designated approver takes some type of action. At this point, you are permitted to view the 
leave report, but you cannot make changes unless the approver returns the leave report for correction. Once 
you submit your leave report a message appears under the certificate statement indicating that it has been 
successfully submitted, a message will also appear if any errors or warnings are found by the system. 
CAUTION! Be careful when entering leave, as very few error checks take place upon submission. For 
example, if you mistakenly enter 75 hours instead of 7.5 hours in a single day, the system will NOT reject this 
entry. 
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PIPELINE SSB9 – New View in Pipeline 
 
Just like Banner 8, you log into Pipeline and click on the Employees tab then Leave report. 
Click “Start Leave Report” for the current leave period. 
 

 
 
It will then show you the days of the month 
 
 

 
 
Click on the day you need to enter leave 
 

 
 
Click the Select Earn Code  
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Choose what type of leave you need to enter for that day and then enter the amount of hours.

 
Click Save at the bottom right-hand side of the page 

 
 
Your leave will then pop up on the calendar on that day. 

 
If you need to add additional leave on another day, use the  on each side of the page to scroll back  
and forth to the day you need. 
 
Make sure you hit Save after each day you add leave.  
Once you have added all your leave for that month, you can click the Preview button to view all the leave  
you have entered for the month.  See screen example below of how leave will be shown in Preview. 
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If everything looks correct, you can click the Submit button or the Return button.  If you click the Return  
button, it will take you back to the days on the calendar where you can make a change to your leave report  
if needed. 

 
Once you hit Submit button, at the top right-hand side of the screen the message, “Leave Report 
successfully  
submitted” will show. 

 
 
Adding a Comment to Your Leave Report: 
You can add a comment on your leave report by clicking on the voice bubble that is located next to the leave  
period. 

 
You can then add your comment and hit the Save button. 

 
Once you hit the Save button, the button will then show a # beside it that will indicate how many comments  
were added. 
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You can click on the voice bubble and it will show you the comment, and you can edit the comment or delete 
it.  Just remember anytime you make a change to hit Save! 
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Approve or Acknowledge Time (Leave Report) 
 

PIPELINE SSB8 – Current View in Pipeline 
Reviewing and Approving Administrative and Faculty Leave Reporting 

• Log in to PipelineMT > Employees Link (on left side of page) > Leave Report icon (right side of page) 
• “Approve or Acknowledge Time” is the default choice on the Time Reporting Selection page. 
• Approvers: Approve or Acknowledge Time > Act as Proxy = Self > click Select. 
• Approver Selection Form. Be sure to select the correct department (if you approve more than one 

area) and month in which you wish to approve leave 
Approvers can approve Leave Reports in one of two different ways. 

• Department Summary Form: Approver can see the status of ALL employees, which allows them to 
monitor their leave reports throughout the month. If you use this form to approve your leave reports, 
you must click the SELECT ALL, APPROVE, OR FYI button, then click the SAVE button to process the 
approvals. 

• Employee Detail Form: Approver is able to see the individual detail of each employee. Click the 
APPROVE button on the leave report to approve and use NEXT button to go to the next pending leave 
report. 

 
                                                                                                                                                                                                                                

PIPELINE SSB9 – New View in Pipeline 
 
Log into Pipeline and click on the Employees tab then Leave report. 
 
Click “Approvals” at the top left-hand side of the page. 
 

 
 
Click on Proxy Super User at the top right-hand side of the page. 

 
 
Click “Navigate to Time & Leave Approvals application” at the bottom right-hand side of the page. 
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Click the various drop-down boxes across the top of the page to choose “leave report”, the department,  
and the correct pay period. 

 
 
Scroll down and click on an employee’s name, and you can see the leave they have recorded for the  
month.  You can then choose Approve at the bottom right-hand side of the page or one of the other  
options such as return for correction if needed. 
 

 
The other return listed first is just to return to the previous screen. 
 
Once you click approve, you will get a message at the top right-hand side of the screen that says, “Leave 
Report successfully approved”. 

 
You must go through each employee individually to approve. 
 
 
 

  

Pick the department you approve. 
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Act as Proxy (Leave Report) 
 

PIPELINE SSB8 – Current View in Pipeline 
 
Reviewing and Approving Administrative and Faculty Leave Reporting 

• Log in to PipelineMT > Employees Link (on left side of page) > Leave Report icon (right side of page) 
• “Approve or Acknowledge Time” is the default choice on the Time Reporting Selection page. 
• Proxies: Approve or Acknowledge Time > Act as Proxy = use the drop-down menu and click the 

approver you are approving leave for > click Select. NOTE: a Proxy can perform the same duties as an 
Approver. 

• Approver Selection Form. Be sure to select the correct department (if you approve more than one area) 
and month in which you wish to approve leave 

Approvers can approve Leave Reports in one of two different ways. 
• Department Summary Form: Approver can see the status of ALL employees, which allows them to 

monitor their leave reports throughout the month. If you use this form to approve your leave reports, 
you must click the SELECT ALL, APPROVE, OR FYI button, then click the SAVE button to process the 
approvals. 

• Employee Detail Form: Approver is able to see the individual detail of each employee. Click the 
APPROVE button on the leave report to approve and use NEXT button to go to the next pending leave 
report. 

 
                                                                                                                                                                                                                                

PIPELINE SSB9 – New View in Pipeline 
 
Log into Pipeline and click on the Employees tab then Leave report. 
 
Click “Approvals” at the top left-hand side of the page. 
 

 
 
Click on Proxy Super User at the top right-hand side of the page. 
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On the drop-down menu for Act as a Proxy for, choose the person you are going in as a proxy for.  

 
 
 
Once you choose the proxy, at the top right-hand corner of the screen, it will show who you are  
acting as a proxy for with their name. 

 
 
Click “Navigate to Time & Leave Approvals application” at the bottom right-hand side of the page. 
 

 
 
Click the various drop-down boxes across the top of the page to choose “leave report”, and make  
sure you are in the correct leave report date period. 

 
Scroll down and click on an employee’s name and you can see the leave they have recorded for the  
month.  You can then choose Approve at the bottom right-hand side of the page or one of the other  
options such as return for correction if needed. 
 

 
The other return listed first is just to return to the previous screen. 
Once you click approve, you will get a message at the top right-hand side of the screen that says, “Leave 
Report successfully approved”. 
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You will also see in the routing and status section when it was approved and your name showing 
approving as the proxy. 

 
 

You must go through each employee individually to approve. 
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Approve or Acknowledge Time (Time Sheet) 
 

PIPELINE SSB8 – Current View in Pipeline 
MTSU 

Web Time Entry “Quick Reference” for Approvers 
 

1. Login to PipelineMT. Please contact the ITD Help Desk @ 5345 if you need help  
with your username and/or password.  
2. Click “Employee” in the sidebar on the left-hand side of the screen. If completing  
this on a cell phone, once you log on pipeline, you can click the three horizontal  
lines at the top right-hand side of your phone and then click the employees tab. If  
your phone is turned sideways, after you click on pipeline, click on the square  
person icon and then click employees to continue to the next step. 
3. Click on the “Time Entry” icon (looks like a clock) in the upper right portion of  
the screen. This will take you to Time Reporting Selection. 
4. Approve or Acknowledge Time Sheets will be marked as the default. 
     • Approvers click on Approve or Acknowledge Time, Act as Proxy = Self,  
hit Select. 
5. You should be on Approver Selection Form. Be sure to select the correct  
department and the correct month you wish to approve time. 
6. In order to see your employee’s time sheets, at least one of your employee’s must  
have started their WTE time sheet for this information to appear. You may have  
to ask one of your employees to start their time sheet so you will be able to view  
all your employee time sheets! 
7. Be sure you know and understand the following six WTE transaction statuses: 
     • Not Started – time sheet has not been opened by employee. Approvers  
should carefully review Not Started time sheets and if the employee  
worked during the pay period make sure the employee opens their time  
sheet and reports their hours. 
     • In Progress – time sheet has been opened and may or may not have hours  
entered. If the approver knows the employee has hours to report, make  
sure they are reported. If they do not have hours to report, it is OK to  
leave their time sheet in an In Progress status with no hours (this only  
applies to students and hourly employees). 
     • Pending – time sheet has been submitted for approval. This is the only  
status where an approver can take action. It is ready for the approver to  
review and either approve the hours, return the time sheet for correction or  
make the necessary corrections with a comment. The time sheet must be  
approved by the Pay Period Time Entry Status date or the employee may 
not be paid! 
     • Return for Correction – Approver returned time sheet to employee for  
correction. The approver must make the employee aware that the time  
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sheet has been returned. The necessary corrections must be made and the  
time sheet must be resubmitted. 
     • Approved – time sheet has been approved by the department and is  
pending approval by payroll.  
     • Completed – time sheet has been processed by payroll. 
8. Approvers can approve WTE time sheets on one of three different forms.  
     • Department Summary Form – approver can see the status of ALL their  
employees which allows them to monitor their payroll throughout the  
month. If you use this form to approve your time sheets, you must click  
the SELECT ALL, APPROVE OR FYI button, then click the SAVE  
button to process the approvals.  
     • Employee Detail Form – approver able to see individual employee detail. 
     • Leave Request Form – approver able to directly click on any individual  
day to review. 
9. The Return for Correction status should only be used if there is time to return the  
time sheet back to the employee for correction and receive it back before the Pay  
Period Time Entry Status date. If you do return a time sheet for correction, be  
sure to notify your employee to correct their time sheet and let them know to click  
the submit button so it will be returned back to you to approve. 
10. If there is not time to return a time sheet to the employee for correction, you can  
make the correction yourself by clicking the CHANGE RECORD OPTION on  
the Employee Detail screen. You may also make a necessary change by clicking  
the CHANGE TIME RECORD hyperlink on the Department Summary Screen.  
Click on the day and correct the hours reported. Be sure to use the Comments  
box to document the changes you made and why. Also be sure to let your  
employee know about the changes you made to their time sheet! 
11. It is your responsibility to make sure all time sheets are approved with the correct  
hours before the Pay Period Time Entry Status date that appears on the WTE  
Department Summary Form so your employees will be paid correctly at the end  
of the month. Please know that we are here to assist you. Please call Tammy  
Keylon @ ext. 2186 (Tammy.Keylon@mtsu.edu) if you have any  
questions/issues. 
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PIPELINE SSB9 – New View in Pipeline 
 

WTE “Quick Reference” For Approvers 
 

1.) Login to PipelineMT.  Please contact the ITD Help Desk @5345 if you need help with your username 
and/or password. 

 
2.) Click on “Employees” in the sidebar on the left side of the screen. 

 
 

3.) Click the “Time Entry” icon (it looks like a clock) in the upper right portion of the screen. 

  
4.) Approving Timesheets as an Approver: 

• Approvers :  Once you are logged in, you will be routed to a page that says “Timesheet” and 
underneath it, “Approvals”. 

• Click on the word “Approvals”.   
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5.) Approvers will then be routed to your approver queue.   
 

6.) To see your employee timesheets, at least one of your employees must have started their WTE 
timesheet for this information to appear.  You may have to ask one of your employees to start 
their timesheet so you will be able to view all your employees’ timesheets! 
 

7.) This will take you to the Approvals – Timesheet page. Be sure to select the correct department 
code(s) and that you are approving the current pay period. 

 
 
8.)  Be sure you know and understand the following six WTE transaction statuses: 
• Not Started – timesheet has not been opened by the employee.  Approvers should carefully review 

Not Started timesheets and, if the employee worked during the pay period, make sure the 
employee opens their timesheet and reports their hours. 

•  In Progress – timesheet has been opened and may or may not have hours entered.  If the approver 
knows the employee has hours to report, it is acceptable to leave their timesheet in an 'In 
Progress' status with no hours (this only applies to student and hourly employees). 

• Pending – timesheet has been submitted for approval.  This is the only status where an approver 
can take action.  It is ready for the approver to review and either approve the hours, return the 
timesheet for correction, or make the necessary corrections and add a comment.  The timesheet 
must be approved by the Approval Deadline date; otherwise, the employee may not be paid.  

• Return for Correction – Approver returned timesheet to employee for correction. The approver 
must make the employee aware that the timesheet has been returned.  The necessary corrections 
must be made, and the timesheet must be resubmitted. 

• Approved – timesheet has been approved by the department and is pending approval by payroll. 
• Completed -   timesheet has been processed by payroll. 

 
9.) Review the statuses of ALL your employees at the bottom of the Approvals – Timesheet page and 

monitor their payroll throughout the month. 
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10.) To approve each timesheet, click the three vertical dots to the right of each employee under the 
Pending section on the Approvals – Timesheet page: 

 
11.) Click “Preview” to review the timesheet - From here, approvers can review the timesheet in the 

Time Entry Detail list format for each day, and the Summary format, which lists the total hours 
per week, and then the Total Hours. 

 
12.) If all is correct, click  “Approve” at the bottom right of the screen.  

  
Please Note: You must approve each timesheet individually. 

 
13.) If you have successfully approved the timesheet. 

• An alert, “Timesheet successfully approved,” will appear at the top right of your 
screen. 

• Under the Routing and Status section, it will say, “Approved on the date and time by 
the Approver”. 

  

 
14.) The Return for Correction status should only be used if there is enough time to send the timesheet 

back to the employee for correction and receive it before the Pay Period Time Entry Status date.  
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• A comment is required before the timesheet can be returned for correction. 
• Be sure to notify your employee(s) to update their timesheet and instruct them to 

click the “Submit” button so it will be sent back to you for approval.  
• Only the “Return for Correction” button sends the timesheet back to 

the employee. 
 

15.) Click the “Return” button to take you back to the previous screen and does NOT return the 
timesheet.  This will take you back to the rest of your employees' timesheets to complete the 
remaining approvals.   

 
                          Please Note: You must approve each timesheet individually. 

 
 

16.)  If there is no time to return the timesheet to the employee for correction, you can make the 
correction yourself by clicking on the “Details” option.  This will put you in the employees’ timesheet. 

 
17.)  Click on the day for the correction and then the edit icon on the right of your screen, which looks 

like a pencil, and make the correction needed. 

 
18.)  Click “Save”. 
 
19.)  Click the “Preview” button to move forward to review the changes.  

 
20.)   Add a comment if you have made a change to the timesheet. 
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21.)   Approve at the bottom of your screen. 
 

22.)   If you have successfully approved the timesheet. 
• An alert, “Timesheet successfully approved,” will appear at the top right of your screen. 
• Under the Routing and Status section, it will state “Approved on the date and time by the 

Approver”. 

 
23.)  It is your responsibility to make sure all timesheets are approved with the correct hours before the 

Approval deadline date that appears under the Routing and Status section on the Time Entry 
Detail page, so your employees will be paid correctly at the end of the month.   
 

Please know that we are here to assist you.  Please call Tammy Keylon @ ext. 2186 
(Tammy.Keylon@mtsu.edu) if you have any questions or issues. 

 
 
 
 

  

mailto:Tammy.Keylon@mtsu.edu
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Act as Proxy (Time Sheet) 
 

PIPELINE SSB8 – Current View in Pipeline 
 

MTSU 
Web Time Entry “Quick Reference” for Proxies 

 
1. Login to PipelineMT. Please contact the ITD Help Desk @ 5345 if you need help  
with your username and/or password.  
2. Click “Employee” in the sidebar on the left-hand side of the screen. If completing  
this on a cell phone, once you log on pipeline, you can click the three horizontal  
lines at the top right-hand side of your phone and then click the employees tab. If  
your phone is turned sideways, after you click on pipeline, click on the square  
person icon and then click employees to continue to the next step. 
3. Click on the “Time Entry” icon (looks like a clock) in the upper right portion of  
the screen. This will take you to Time Reporting Selection. 
4. Approve or Acknowledge Time Sheets will be marked as the default. 
     • Proxies click on Approve or Acknowledge Time, Act as Proxy = choose  
the approver you are approving time for, hit Select. 
Reminder… a Proxy can perform the same duties as an Approver! 
5. You should be on Approver Selection Form. Be sure to select the correct  
department and the correct month you wish to approve time. 
6. In order to see your employee’s time sheets, at least one of your employee’s must  
have started their WTE time sheet for this information to appear. You may have  
to ask one of your employees to start their time sheet so you will be able to view  
all your employee time sheets! 
7. Be sure you know and understand the following six WTE transaction statuses: 
     • Not Started – time sheet has not been opened by employee. Approvers  
should carefully review Not Started time sheets and if the employee  
worked during the pay period make sure the employee opens their time  
sheet and reports their hours. 
     • In Progress – time sheet has been opened and may or may not have hours  
entered. If the approver knows the employee has hours to report, make  
sure they are reported. If they do not have hours to report, it is OK to  
leave their time sheet in an In Progress status with no hours (this only  
applies to students and hourly employees). 
     • Pending – time sheet has been submitted for approval. This is the only  
status where an approver can take action. It is ready for the approver to  
review and either approve the hours, return the time sheet for correction or  
make the necessary corrections with a comment. The time sheet must be  
approved by the Pay Period Time Entry Status date or the employee may 
not be paid! 
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     • Return for Correction – Approver returned time sheet to employee for  
correction. The approver must make the employee aware that the time  
sheet has been returned. The necessary corrections must be made and the  
time sheet must be resubmitted. 
     • Approved – time sheet has been approved by the department and is  
pending approval by payroll.  
     • Completed – time sheet has been processed by payroll. 
8. Approvers can approve WTE time sheets on one of three different forms.  
     • Department Summary Form – approver can see the status of ALL their  
employees which allows them to monitor their payroll throughout the  
month. If you use this form to approve your time sheets, you must click  
the SELECT ALL, APPROVE OR FYI button, then click the SAVE  
button to process the approvals.  
     • Employee Detail Form – approver able to see individual employee detail. 
     • Leave Request Form – approver able to directly click on any individual  
day to review. 
9. The Return for Correction status should only be used if there is time to return the  
time sheet back to the employee for correction and receive it back before the Pay  
Period Time Entry Status date. If you do return a time sheet for correction, be  
sure to notify your employee to correct their time sheet and let them know to click  
the submit button so it will be returned back to you to approve. 
10. If there is not time to return a time sheet to the employee for correction, you can  
make the correction yourself by clicking the CHANGE RECORD OPTION on  
the Employee Detail screen. You may also make a necessary change by clicking  
the CHANGE TIME RECORD hyperlink on the Department Summary Screen.  
Click on the day and correct the hours reported. Be sure to use the Comments  
box to document the changes you made and why. Also be sure to let your  
employee know about the changes you made to their time sheet! 
11. It is your responsibility to make sure all time sheets are approved with the correct  
hours before the Pay Period Time Entry Status date that appears on the WTE  
Department Summary Form so your employees will be paid correctly at the end  
of the month. Please know that we are here to assist you. Please call Tammy  
Keylon @ ext. 2186 (Tammy.Keylon@mtsu.edu) if you have any  
questions/issues. 
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PIPELINE SSB9 – New View in Pipeline 
WTE “Quick Reference” For Proxies 

1.) Login to PipelineMT.  Please contact the ITD Help Desk @5345 if you need help with your 
username and/or password. 

 
2.) Click on “Employees” in the sidebar on the left side of the screen. 

 
 

3.) Click the “Time Entry” icon (it looks like a clock) in the upper right portion of the screen. 

  
4.) Approving Timesheets as a Proxy: 
 

• Proxies:  Once you are logged in, you will be routed to a page that says “Timesheet”  and 
underneath it says “Approvals”.  Click “Approvals” 
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5.) Proxies will need to click on “Proxy Super User” on the right of the screen – this will take you to 
the Proxy or Superuser page.   

 
 

6.) Under “Act as a Proxy for”, use the dropdown to choose the approver you are approving time for. 

 
7.) Click “Navigate to Time & Leave Approvals allocation” in the lower right of your screen. 

 
8.) To see your employee timesheets, at least one of your employees must have started their WTE 

timesheet for this information to appear.  You may have to ask one of your employees to start 
their timesheet so you will be able to view all your employees’ timesheets! 
 

9.) This will take you to the Approvals – Timesheet page. Be sure to select the correct department 
code(s) and that you are approving the current pay period. 

 
 
10.)  Be sure you know and understand the following six WTE transaction statuses: 

• Not Started – timesheet has not been opened by the employee.  Approvers should 
carefully review Not Started timesheets and, if the employee worked during the pay period, 
make sure the employee opens their timesheet and reports their hours. 
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•  In Progress – timesheet has been opened and may or may not have hours entered.  If the 
approver knows the employee has hours to report, it is acceptable to leave their timesheet 
in an 'In Progress' status with no hours (this only applies to student and hourly employees). 

• Pending – timesheet has been submitted for approval.  This is the only status where an 
approver can take action.  It is ready for the approver to review and either approve the 
hours, return the timesheet for correction, or make the necessary corrections and add a 
comment.  The timesheet must be approved by the Approval Deadline date; otherwise, the 
employee may not be paid.  

• Return for Correction – Approver returned timesheet to employee for correction. The 
approver must make the employee aware that the timesheet has been returned.  The 
necessary corrections must be made, and the timesheet must be resubmitted. 

• Approved – timesheet has been approved by the department and is pending approval by 
payroll. 

• Completed -   timesheet has been processed by payroll. 
 

11.) Review the statuses of ALL your employees at the bottom of the Approvals – Timesheet page and 
monitor their payroll throughout the month. 
 

12.) To approve each timesheet, click the three vertical dots to the right of each employee under the 
Pending section on the Approvals – Timesheet page: 

 
13.) Click “Preview” to review the timesheet - From here, approvers can review the timesheet in the 

Time Entry Detail list format for each day, and the Summary format, which lists the total hours 
per week, and then the Total Hours. 

 
14.) If all is correct, click  “Approve” at the bottom right of the screen. 
 
                   Please Note: You must approve each timesheet individually. 
 

  
15.) If you have successfully approved the timesheet. 

• An alert, “Timesheet successfully approved,” will appear at the top right of your screen. 
• Under the Routing and Status section, it will say, “Approved” on the date and time by the 

Proxy. 
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16.) The Return for Correction status should only be used if there is enough time to send the 
timesheet back to the employee for correction and receive it before the Pay Period Time Entry 
Status date.  
• A comment is required before the timesheet can be returned for correction. 
• Be sure to notify your employee(s) to update their timesheet and instruct them to click the 

“Submit” button so it will be sent back to you for approval.  

• Only the “Return for Correction” button sends the timesheet back to the 
employee. 

 

17.) Please note that the “Return” button takes you back to the previous screen and does NOT return 
the timesheet.  This will take you back to the rest of your employees' timesheets to complete the 
remaining approvals.  

                        Please Note: You must approve each timesheet individually. 

  
18.) If there is not time to return the timesheet to the employee for correction, you can make the 

correction yourself by clicking the “Details” option.  This will put you in the employees’ 
timesheet. 
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19.) Click on the day for the correction and then the edit icon on the right of your screen, which looks 
like a pencil, and make the correction needed. 

 

20.) Click “Save”. 
 

21.) Click the “Preview” button to move forward to review the changes.  
 

22.) Add a comment if you have made a change to the timesheet. 
 

23.) Approve at the bottom of your screen. 
 

24.) If you have successfully approved the timesheet. 
• An alert, “Timesheet successfully approved,” will appear at the top right of your screen. 
• Under the Routing and Status section, it will state “Approved on the date and time by the  

Proxy”. 



                           
 Page 94 
 

 

25.) It is your responsibility to make sure all timesheets are approved with the correct hours before 
the Approval deadline date that appears under the Routing and Status section on the Time Entry 
Detail page, so your employees will be paid correctly at the end of the month.   
 
Please know that we are here to assist you.  Please call Tammy Keylon @ ext. 2186 
(Tammy.Keylon@mtsu.edu) if you have any questions or issues. 

 

mailto:Tammy.Keylon@mtsu.edu
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