
MONTHLY HOURLY
PAYROLL (MH)

JAMIE PARKER
Email: jamie.parker@mtsu.edu
Extension: 5727

TAMMY KEYLON
Email: tammy.keylon@mtsu.edu
Extension: 2186



(MH) PAY PERIOD

16th of the month to the 15th of the month
(example: 8/16 - 9/15)

Payday is on the last WORKING day of the month
(except December)



AUTO EMAILS
Start timesheet
Complete timesheet
Submit timesheet
Approve timesheet
(Approvers)

If your employee starts their
timesheet by the 12  of the

month and submit on the 15
they can avoid a lot of the auto

emails!

th

th,

NO TIMESHEET = NO PAY!‌



PIPELINE



PIPELINE



PIPELINE

Pay attention to which Pay Period you
are selecting on drop down



Pay attention to Total Hours.
Anything more than 7.5 per day needs to be

reviewed.

Total Hours Possible in WTE Pay Periods

https://hrs.mtsu.edu/wp-content/uploads/sites/26/2024/12/2025_POSSIBLE_HOURS_IN_PAY_PERIODS.pdf


CORRECTING A TIMESHEET



CORRECTION

Correct!



REVIEW THEN APPROVE

Only click Approve 1 time. 
Will “Error” timesheet if Approve
is double-clicked.



HR WEBSITE



HR WEBSITE
Full-Time Benefited in a Classified position, use Quick Reference for Classified Employees

https://hrs.mtsu.edu/web_time_entry/
https://hrs.mtsu.edu/wp-content/uploads/sites/26/2024/10/Quick_Reference_Guide_for_Classified_Employees.doc.pdf
https://hrs.mtsu.edu/wp-content/uploads/sites/26/2024/10/Quick_Reference_Guide_for_Classified_Employees.doc.pdf
https://hrs.mtsu.edu/wp-content/uploads/sites/26/2024/10/Quick_Reference_Guide_for_Classified_Employees.doc.pdf


HR WEBSITE
Student & Temp Hourly positions, use Quick Reference for Student & Temp Hourly
Employees

USE THIS TO TRAIN YOUR EMPLOYEES

https://hrs.mtsu.edu/web_time_entry/
https://hrs.mtsu.edu/wp-content/uploads/sites/26/2024/10/WTE_QUICK_REFERENCE_INSTRUCTIONS_FOR_STUDENT_AND_HOURLY_EMPLOYEES.pdf
https://hrs.mtsu.edu/wp-content/uploads/sites/26/2024/10/WTE_QUICK_REFERENCE_INSTRUCTIONS_FOR_STUDENT_AND_HOURLY_EMPLOYEES.pdf
https://hrs.mtsu.edu/wp-content/uploads/sites/26/2024/10/WTE_QUICK_REFERENCE_INSTRUCTIONS_FOR_STUDENT_AND_HOURLY_EMPLOYEES.pdf


HR WEBSITE
Approvers & Proxies: Quick Reference for Approvers and Proxies

https://hrs.mtsu.edu/web_time_entry/
https://hrs.mtsu.edu/wp-content/uploads/sites/26/2025/08/WTE_QUICK_REF_INSTRUCTIONS_APPROVERS_PROXIES.pdf
https://hrs.mtsu.edu/wp-content/uploads/sites/26/2025/08/WTE_QUICK_REF_INSTRUCTIONS_APPROVERS_PROXIES.pdf


T-ORGS

T-Org’s do not drive
pay!
T-Orgs drive the
universe!

Your T-Org is listed
on your timesheet in
Pipeline.

0201
There can only be 1
approver per T-Org.

You can have
multiple Proxies!

MAP WHAT IS MY T-
ORG?

APPROVER03



HR WEBSITE
Proxy Authorization Form

PROXIES DO NOT RECEIVE AUTO EMAILS FOR PENDING TIMESHEETS

https://hrs.mtsu.edu/web_time_entry/
https://dynamicforms.ngwebsolutions.com/Submit/Page?form=01da14dc-c345-4186-84a7-f05b14cea3d0&section=717100&page=556822&token=NysPrpGKxgXjD5O0ocW5mj9fQq0JunHPhEGzy5hB4YU


HOURS OF WORK - POLICY 802
7.5 HOURS PER DAY
37.5 HOURS PER WEEK = SATURDAY - FRIDAY
OVERTIME = STRAIGHT TIME IN EXCESS OF 37.5 HOURS
PREMIUM OVERTIME = ½ TIMES RATE FOR HOURS WORKED
IN EXCESS OF 40 HOURS PER WEEK

OVERTIME IS LISTED ON THE PAY STUB SEPARATELY

https://www.mtsu.edu/policies/


HOLIDAY PAY
HOURS WORKED ON A HOLIDAY MUST BE APPROVED!

MUST BE IN “ACTIVE” PAY STATUS TO GET HOLIDAY

If your employee does not have the leave to cover the day BEFORE or the day AFTER
the holiday, it is possible they could lose their holiday pay.



PRESIDENT MCPHEE MAY ELECT TO CLOSE CAMPUS, OR

DELAY THE START OF CLASSES, OR

ACTIVATE THE CAMPUS INSTRUCTION CONTINUITY PLAN

INCLEMENT WEATHER

Departments must plan for Operational Continuity by
identfying and notifying designated emergency employees.



SICK LEAVE BANK

For members unplanned personal illness, injury, disability or quarantine, or illness of the
member’s minor child and who have exhausted their personal sick and annual leave.

OPEN ENROLLMENT
OCTOBER 1-31

ONE TIME DONATION
OF 2 SICK DAYS

REASSESSMENT HAS
ONLY HAPPENED TWICE

IN 30 YEARS

Staff Sick Leave Policy Faculty Sick Leave Policy

FOR FULL SICK LEAVE GUIDELINES, SEE THE UNIVERSITY’S OFFICIAL POLICY.

https://www.mtsu.edu/policies/p855/
https://www.mtsu.edu/policies/p854/


THANK YOU
ANY QUESTIONS?


