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Subject: Critical Information for Time Approvers
From: Debra Shein <sheindeb@its.wnet.isu.edu>
Date: Mon, 01 Dec 2008 08:12:07 -0700
To: Olga Anderson <andeolga@isu.edu>, Lawrence Beaty <beatlawr@isu.edu>, Valorie Black <blacvalo@isu.edu>, 
J Crews <crewj@isu.edu>, Robin Dodson <dodsrobi@isu.edu>, Debra Gerber <gerbdebr@isu.edu>, Allison Gibson 
<gibsalli@isu.edu>, Donna Gilbert <gilbdonn@isu.edu>, Richard Hargis <hargrick@isu.edu>, Richard Henderson 
<hendrich@isu.edu>, Susan Ingram <ingrsusa@isu.edu>, Tara Johnson <johntara@isu.edu>, KLINSTEVE@isu.edu, 
Amy Koplin <koplamy@isu.edu>, Steve Larson <larsstev@isu.edu>, NIELDAVI@isu.edu, Lisa Salazar 
<salalisa@isu.edu>, Shane Slack <slacshan@isu.edu>, Shirley Taysom <taysshir@isu.edu>, turnscot@isu.edu, 
Robert Wood <woodrob2@isu.edu>, Barbara Adamcik <adambarb@isu.edu>, Mark Adams <adammark@isu.edu>, 
Steve Adkison <adkistep@isu.edu>, William Akersten <akerwill@isu.edu>, David Alexander <alexdavi@isu.edu>, 
Steve Anderson <anderson@isu.edu>, William Angle <anglwill@isu.edu>, Dan Anthony <anthdani@isu.edu>, 
Nancy Anthony <anthnanc@isu.edu>, Carol Ashton <ashtcaro@isu.edu>, Angela Askey <askeange@isu.edu>, Kristi 
Austin <austkris@isu.edu>, Kregg Aytes <aytekreg@isu.edu>, Philip Balster <balsphil@isu.edu>, Victoria Banales 
<banavict@isu.edu>, Ches Barnes <barnches@isu.edu>, Jolene Barnett <barnjole@isu.edu>, Don Beamis-jr 
<beamdon@isu.edu>, Blake Beck <beckblak@isu.edu>, Jeff Behrend <behrjeff@isu.edu>, Darla Bell 
<belldarl@isu.edu>, Kathy Benjamin <benjkath@isu.edu>, Darl Bennett <benndarl@isu.edu>, Scott Benson 
<bensscot@isu.edu>, Alok Bhushan <bhusalok@isu.edu>, jbigelow@otc.isu.edu, Phil Blick <blicphil@isu.edu>, 
Jana Bodily-Roan <bodijana@isu.edu>, David Bohi <bohidavi@isu.edu>, Kenneth Bosworth <boswkenn@isu.edu>, 
bowyterr@isu.edu, Bradford Christopher <chribrad@isu.edu>, Richard Brey <breyrich@isu.edu>, Christine Brower 
<browchr3@isu.edu>, David Buck <buckdavi@isu.edu>, Kathy Blomquist <blomkath@isu.edu>, Ivan Bullock 
<bullivan@isu.edu>, Linda Burke <burklind@isu.edu>, Russell Butler <butlruss@isu.edu>, Rita Bybee 
<byberita@isu.edu>, Steven Byers <byerstev@isu.edu>, Paul Cady <cadypaul@isu.edu>, George Casper 
<caspgeor@isu.edu>, Lyle Castle <castlyle@isu.edu>, Mark Cates <catemark@isu.edu>, Leigh Cellucci 
<cellemil@isu.edu>, Stephen Chatterton <chatstep@isu.edu>, Rodney Chlarson <chlarodn@isu.edu>, Annette 
Christensen <chrianne@isu.edu>, Kay Christensen <chrikay@isu.edu>, Wayne Christensen <chriwayn@isu.edu>, 
Donald Colby <colbydon@isu.edu>, Robert Colling <collrobi@isu.edu>, Monica Conley <conlmoni@isu.edu>, Ann 
Corbridge <corbann@isu.edu>, Guy Cotroneo <cotrguy@isu.edu>, Ali Crane <cranali@isu.edu>, Brian Crawford 
<crawbri3@isu.edu>, Matthew Creamer <creamatt@isu.edu>, Jonathan Cree <creejona@isu.edu>, Robert Croker 
<crokrobe@isu.edu>, Pamela Crowell <crowpame@isu.edu>, Daniels Dale <daledani@isu.edu>, James Dalley 
<dalljim@isu.edu>, Quinn Dance <dancquin@isu.edu>, Valerie Davids <davivale@isu.edu>, Jamie Davis 
<davijami@isu.edu>, Rose Davis <davirose@isu.edu>, Marilyn Davis <mdavis@isu.edu>, David Delehanty 
<deledavi@isu.edu>, Peter Denner <dennpete@isu.edu>, Kim Densley <denskim@isu.edu>, Cindy Deroche 
<derocind@isu.edu>, Sheri Dewey <dewesher@isu.edu>, diensher@isu.edu, Randy Dirickson <dirirand@isu.edu>, 
James Disanza <disajame@isu.edu>, Bruce Dorr <dorrbruc@isu.edu>, Mary Downing <downmary@isu.edu>, 
Michael Doyle <doylmich@isu.edu>, Heather Driscoll <drisheat@isu.edu>, Aaron Eakman <eakmaaro@isu.edu>, 
"Dr. Randy Earles" <earlrand@isu.edu>, Deb Easterly <eastdebb@isu.edu>, Mike Echanis <echamike@isu.edu>, Cal 
Edwards <edwacal@isu.edu>, Pamela Edwards <edwapame@isu.edu>, Roger Egan <eganroge@isu.edu>, Terry 
Engebretsen <engeterr@isu.edu>, Linda England <engllind@isu.edu>, Rebecca Evans <evanrebe@isu.edu>, Lundy 
Facer <facelund@isu.edu>, Will Fanning <fannwill@isu.edu>, Jerilyn Kelle <kellfay@isu.edu>, Steve Feit 
<feitstep@isu.edu>, Robert Fisher-jr <fishrobe@isu.edu>, Barbara Fulton <fitcbarb@isu.edu>, Joseph Fleishman 
<fleijose@isu.edu>, James Fletcher <fletjame@isu.edu>, Kay Flowers <flowkay@isu.edu>, James Fogelquist 
<fogejame@isu.edu>, Larry Ford <fordlawr@isu.edu>, Charles Francis-jr <franchar@isu.edu>, Marcia Francis 
<franmarc@isu.edu>, Bonnie Frantz <franbonn@isu.edu>, frasjan <frasjan@isu.edu>, Leonard Frazier 
<frazleon@isu.edu>, Terry French <frenterr@isu.edu>, Jim Fullerton <fulljim@isu.edu>, Wayne Gabardi 
<gabawayn@isu.edu>, Randy Gaines <gainrand@isu.edu>, Graham Garner <garngrah@isu.edu>, Nancy Germain 
<germnanc@isu.edu>, Thomas Gesell <gesethom@isu.edu>, Stacey Giokas <giokstac@isu.edu>, Nancy Glenn 
<glennanc@isu.edu>, Vivian Golightly <golivivi@isu.edu>, Catherine Gray <graycath@isu.edu>, Nancy Graziano 
<graznanc@isu.edu>, Paul Groesbeck <groepaul@isu.edu>, Jennifer Groom <groojenn@isu.edu>, Robert Groom 
<groorobe@isu.edu>, Chad Gross <groschad@isu.edu>, Hans Gunter <gunthans@isu.edu>, Stacey Haase 
<haasstac@isu.edu>, Martin Hackworth <hackmart@isu.edu>, Judy Hadley <hadljudy@isu.edu>, Eddie Hale 
<haleeddi@isu.edu>, Bradley Hall <hallbrad@isu.edu>, Thomas Hallaq <halltom@isu.edu>, Terrilee Hancock 
<hancterr@isu.edu>, Tesa <stegtesa@isu.edu>, Cheryl Hanson <hanscher@isu.edu>, Greg Harding 
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<hardgreg@isu.edu>, Heidi Harold <haroheid@isu.edu>, Ray Hart <hartray@isu.edu>, Russell Odell 
<odelruss@isu.edu>, Linda Hatzenbuehler <hatzlind@isu.edu>, Brian Hawk <hawkbria@isu.edu>, John Hayden 
<haydjohn@isu.edu>, Deborah Hedeen <hededebo@isu.edu>, Debbie Henricksen <henrdebb@isu.edu>, Leo 
Herrman <herrleo@isu.edu>, Nichole Herter <hertnich@isu.edu>, hertjoan <hertjoan@isu.edu>, Janet Higgins 
<higgjane@isu.edu>, Cindy Hill <hillcynt@isu.edu>, Kathleen Hodges <hodgkat1@isu.edu>, Kathy Hoffman 
<hoffkath@isu.edu>, Steve Hoffman <hoffstev@isu.edu>, Mary Hofle <hoflmary@isu.edu>, Robert Holman 
<holmrobe@isu.edu>, Richard Holmer <holmrich@isu.edu>, Sarah Hook <hooksara@isu.edu>, Deanna Hopkins 
<hopkdean@isu.edu>, Dianne Horrocks <horrdian@isu.edu>, Greg Horton <hortgreg@isu.edu>, RuthAnn Howard 
<howaruth@isu.edu>, Frank Howe <howefran@isu.edu>, Robert Howe <howerobe@isu.edu>, Anna Howell 
<howeanna@isu.edu>, Scott Hughes <hughscot@isu.edu>, Kristen Hulet <hulekris@isu.edu>, Nancy Higgins 
<higgnanc@isu.edu>, Randy Humpherys <humprand@isu.edu>, Ann Hunter <oakeann@isu.edu>, George Imel 
<gimel@isu.edu>, Dawn Imel <imeldawn@isu.edu>, Tom Jackson <tjackson@isu.edu>, Margaret Jacob 
<jacomarg@isu.edu>, Richard Jacobsen <jacorich@isu.edu>, Reese Jensen <jensstev@isu.edu>, Corinne Johns 
<johncori@isu.edu>, Lori Johnson <johnlori@isu.edu>, Margaret Johnson <johnmarg@isu.edu>, Donna Johnston 
<johndonn@isu.edu>, James Jolly <jolljame@isu.edu>, Ellen Jones <joneelle@isu.edu>, Jay Jones 
<jonejay@isu.edu>, Erin Joy <joyerin@isu.edu>, Paula Jull <jullpaul@isu.edu>, Troy Kase <kasetroy@isu.edu>, 
Bessie Katsilometes <katsbess@isu.edu>, Karen Kearns <kearkare@isu.edu>, Richard Keilholtz <keilrich@isu.edu>, 
Cyndy Kelchner <kelccynd@isu.edu>, Kimberly Kissel <kisskimb@isu.edu>, knutbonn@isu.edu, William Kobus 
<kobubill@isu.edu>, Vickie Koepnick <koepvick@isu.edu>, George Kom <komgeor@isu.edu>, Rudolph Kovacs 
<kovarudo@isu.edu>, James Kramer <kramjame@isu.edu>, Lee Krehbiel <krehlee@isu.edu>, Erika Kuhlman 
<kuhlerik@isu.edu>, Sheri Kunkel <kunksher@isu.edu>, Jay Kunze <kunzejay@isu.edu>, Annette Lattin 
<lattanne@isu.edu>, Christy Lauer <lauechri@isu.edu>, Jonathan Lawson <lawsjona@isu.edu>, leyslisa@isu.edu, 
Vince Likes <likevinc@isu.edu>, Michael Lineberry <mjl@isu.edu>, Joni Loftin <loftjoni@isu.edu>, 
lohserne@isu.edu, longs5@mindspring.com, Galen Louis <louigale@isu.edu>, Tony Lovgren <lovgtony@isu.edu>, 
Raylin Ludwig <ludwray@isu.edu>, Leslie Luras <luralesl@isu.edu>, Donna Lybecker <lybedonn@isu.edu>, Dena 
Murdoch <murddena@isu.edu>, "Dr. Jerry Lyons" <lyongera@isu.edu>, Curby Maag <maagcurb@isu.edu>, Janice 
Madsen <madsjani@isu.edu>, Ronda Mahl <mahlrond@isu.edu>, Paula Mandeville <mandpaul@isu.edu>, Patricia 
Marks <markpatr@isu.edu>, maschner@isu.edu, mason@pharmacy.isu.edu, Frank Mason <masofran@isu.edu>, 
Barbara Maurer <maurbarb@isu.edu>, Russell Mayer <mayeruss@isu.edu>, Ben Mayfield <mayfben@isu.edu>, 
Barbara Mayfield <mayfbarb@isu.edu>, "Dr. Willis McAleese" <mcalwill@isu.edu>, Gai Mccune 
<mccugai@isu.edu>, Sarah Mccurry <mccusara@isu.edu>, Joseph Mcelprang <mceljose@isu.edu>, Laura Mckenzie 
<mckelaur@isu.edu>, Julie Mcknight <mcknjuli@isu.edu>, David <mcledavi@isu.edu>, Jay Mcmillin 
<mcmijay@isu.edu>, Betty Mcquain <mcqubett@isu.edu>, Dave Mead <meaddavi@isu.edu>, Claudia Mecham 
<mechclau@isu.edu>, Elaine Medel <medeelai@isu.edu>, Caitlyn Meehan <meehcait@isu.edu>, Frank Mercogliano 
<mercfran@isu.edu>, Michael Mikitish <mikimich@isu.edu>, "Douglas J. Milder" <milddoug@isu.edu>, Byron 
Miles <milebyro@isu.edu>, David Miller <milldav1@isu.edu>, "David J. Miller" <milldave@isu.edu>, Jerry Miller 
<milljerr@isu.edu>, Penny Miller <millpenn@isu.edu>, Melissa Millican <millmeli@isu.edu>, David Mitchell 
<mitcdavi@isu.edu>, Wade Mooso <mooswade@isu.edu>, Susan Morris <morrsusa@isu.edu>, morbecca@isu.edu, 
Seyed Mousavinezhad <mousseye@isu.edu>, Ed Munson <munsed@isu.edu>, D Subbaram Naidu 
<naiduds@isu.edu>, Shanna Neeser <neesshan@isu.edu>, Melissa Neiers <neiemeli@isu.edu>, Shawna Nelson 
<nelsshaw@isu.edu>, Mia Nettik <nettmia@isu.edu>, Jack Newsome <newsjack@isu.edu>, Monica Niemeier 
<niemmoni@isu.edu>, David Noack <noacdavi@isu.edu>, Mark Norviel <norvmark@isu.edu>, Joe O'brien 
<obrijoe@isu.edu>, Erin Oleary-jepsen <oleaerin@isu.edu>, Heidi Oliver <olivheid@isu.edu>, Dana Olson-elle 
<olsodana@isu.edu>, SMITAMY@isu.edu, ostesha2@isu.edu, Thomas Ottaway <ottathom@isu.edu>, Jennifer Otte 
<ottejenn@isu.edu>, ctowens@pharmacy.isu.edu, Donna Parker <parkdonn@isu.edu>, Sarah Partlow Lefevre 
<partsara@isu.edu>, Don Paulson <pauldona@isu.edu>, Brad Peck <peckbrad@isu.edu>, Gary Peck 
<peckgary@isu.edu>, Sally Pena <penasall@isu.edu>, Stephanie Peterson <peteste4@isu.edu>, petepaul@isu.edu, 
Pat Peyton <peytpat@isu.edu>, Robert Picard <picarobe@isu.edu>, Neill Piland <pilaneil@isu.edu>, 
powepame@isu.edu, Frank Prickett <pricfran@isu.edu>, Roger Rankin <rankroge@isu.edu>, "R. Scott Rasmussen" 
<rasmscot@isu.edu>, raybeve@isu.edu, Gregory Ray <raygreg@isu.edu>, lisa@fmed.isu.edu, Katherine 
Reedy-maschner <reedkath@isu.edu>, Teena Rhoads <rhoateen@isu.edu>, Lowell Richards <richlowe@isu.edu>, 
Donna Richardson <richdonn@isu.edu>, Nicole Rintamaki <rintnico@isu.edu>, risinger@pharmacy.isu.edu, Betty 
Roberts <robelynn@isu.edu>, Mark Roberts <robemark@isu.edu>, Kim Robertson <robekim@isu.edu>, David 
Rodgers <rodgdavi@isu.edu>, Rene Rodriguez <rodrrene@isu.edu>, Kay Rogers <rogekay@isu.edu>, Dawn Roland 
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<roladawn@isu.edu>, Debra Ronneburg <ronndebr@isu.edu>, Jeanette Rose <rosejean@isu.edu>, Susan Roth 
<rothsusa@isu.edu>, "Brian J. Sagendorf" <sagebria@isu.edu>, Marco Schoen <schomarc@isu.edu>, Corey Schou 
<schocore@isu.edu>, John Schroeder <schrjohn@isu.edu>, Annette Scott <scotanne@isu.edu>, Jesse Scruggs 
<scrujess@isu.edu>, Cheryl Sebold <sebocher@isu.edu>, Tony Seikel <seikel@isu.edu>, Margaret Seipel 
<seipmarg@isu.edu>, Jenny Semenza <semejenn@isu.edu>, Doug Severs <sevedoug@isu.edu>, Debra Shein 
<sheindeb@isu.edu>, Shawn Sheriff <shershaw@isu.edu>, Gary Shipley <shipgary@isu.edu>, Sandra Shropshire 
<shrosand@isu.edu>, Steven Shropshire <shrostev@isu.edu>, Casey Skelton <skelcase@isu.edu>, Ken Smith 
<smithken@isu.edu>, Seton Sobolewski <soboseto@isu.edu>, Seton Sobolewski <setons@isu.edu>, Dave Soresen 
<soredavi@isu.edu>, Karen Sparks <sparkare@isu.edu>, Sandra Speck <specsand@isu.edu>, Kyle Spencer 
<spenkyle@isu.edu>, Jason Sperry <sperjaso@isu.edu>, Jeri Spinner <spinjeri@isu.edu>, Mike Stallsmith 
<stalmike@isu.edu>, Joseph Steiner <steijoe@isu.edu>, Rebecca Stevens <stevbeck@isu.edu>, Jackie Stokes 
<stokjack@isu.edu>, Karla Stroud <strokarl@isu.edu>, Kimberly Talbot <talbkimb@isu.edu>, Chad Teichert 
<teicchad@isu.edu>, Scott Teichert <teicscot@isu.edu>, James Teliha <teliha@isu.edu>, Tom Terry 
<terrthom@isu.edu>, Deb Thompson <thomdebo@isu.edu>, Rebecca Thorne-ferrel <thorrebe@isu.edu>, Arlene 
Tillotson <tillarle@isu.edu>, Connie Tillotson <tillconn@isu.edu>, Lillian Timm <timmlill@isu.edu>, Jeffrey Tingey 
<tingjeff@isu.edu>, Kent Tingey <tingkent@isu.edu>, Laura Tivis <tivilaur@isu.edu>, Linda Tobias 
<tobilind@isu.edu>, Michael Toler <tolemich@isu.edu>, tonedenn@isu.edu, William Treasure <treawill@isu.edu>, 
Patty Tryon <tryopatt@isu.edu>, Kandi Turley-ames <turlkand@isu.edu>, Jim Turmes <turmjame@isu.edu>, Alex 
Urfer <urfealex@isu.edu>, vaagchri@isu.edu, Arthur Vailas <vailarth@isu.edu>, Julie Vanek <vanejuli@isu.edu>, 
Pamela Vanvleck <vanvpame@isu.edu>, Christopher Wagner <wagnchri@isu.edu>, Arlen Walker 
<walkarle@isu.edu>, Deborah Hopkins <hopkdebo@isu.edu>, "Keith T. Weber" <webekeit@isu.edu>, Douglas 
Wells <welldoug@isu.edu>, Anna Weskerna <weskanna@isu.edu>, Weston Whitworth <whitwest@isu.edu>, Shelby 
Munns <munnshel@isu.edu>, willkerr@isu.edu, Paul Winder <windpaul@isu.edu>, William Woodhouse 
<woodwill@isu.edu>, Laura Woodworth-ney <woodlaur@isu.edu>, Jodi Wotowey <wotojodi@isu.edu>, Joann Wren 
<wrenjoan@isu.edu>, Donna Yates <yatedonn@isu.edu>, James Yizar-jr <yizajame@isu.edu>, John Zamberlin 
<zambjohn@isu.edu>, Lauralee Zimmerly <zimmlaur@isu.edu>, Charles Zimmerly <zimmchar@isu.edu>, 
Manoochehr Zoghi <mzoghi@isu.edu>, Loretta Zuber <zubelore@isu.edu>, Lawrence Beaty <beatlawr@isu.edu>, 
Shane Slack <slacshan@isu.edu>, Steve Larson <larsstev@isu.edu>, Allison Gibson <gibsalli@isu.edu>, Dave 
Nielsen <nieldave@isu.edu>
CC: Cali Bell <bellcali@isu.edu>, Marjanna Hulet <hulemarj@isu.edu>

To All Time Approvers:
 
Most ISU employees will begin entering their time electronically as of today for the current pay period , 11/30-12/13
(paid 12/24). 
During this time, we will be testing out our new system. All areas will be required to submit their time as usual AND ALSO
in electronic form. After that, submission will be all-electronic. All time for this pay period must be approved and
submitted to Payroll by 5 p.m. on Monday, Dec. 15.
 
We recommend that you ask all of your employees to log in to BengalWeb early in the time period to verify that they have a
time sheet available to enter their time. 
However, please remind them not to submit their time sheet until it is complete – once it is submitted, they will not
be able to make further changes themselves.
 
Please also check the Time Approval channel on the Employee tab near the end of the pay period and make sure all of
your employees have submitted their time. It is your responsibility to send out reminders as necessary. You will also need
to establish submission deadlines for your employees and communicate this information to them. Please remember to give
yourself ample time to review the time entered and submitted to Payroll by 5 p.m. on Dec. 15. If you have not approved
your employees’ time by the Submit By Date listed on the time sheets for the current pay period, you run the risk of your
employees not being paid.
 
TIME APPROVER TRAINING — MAKE-UP SESSION
If you have not yet attended Time Approver training, you will need to attend the make-up session that will be held
on Friday, December 5, 2008 from 12-1 p.m. in the College of Education Auditorium. There is critical information 
about the approvals process that all approvers must clearly understand. If you are a time approver, you must make sure
that your proxy attends as well.
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Your comprehension of the information offered during the training session is essential to our success and will
depend on you having completed the following tasks before attending the make-up session on December 5 (allow 
a minimum of one hour):
 
What you need to do —

1.     Get acquainted with BengalWeb
BengalWeb is available to all ISU employees at http://bengalweb.isu.edu. Your User Name and Password are 
the same as for your ISU email. To help you get started, we’ve provided an Introductory Video and an Online 
User’s Guide at http://bengalweb.isu.edu. 
If you have any problems, please contact the IT Service Desk at 282-4357(HELP) or email help@isu.edu.
Note:
Any changes made to the information in your Personal Information channel on the Employees tab, from 12/1-12/15,
will be erased on 12/16. 
Changes made after that date will be permanent. And remember BengalWeb will not be available from 5:00 p.m.
on Dec. 12 until 8:00 a.m. on Dec. 17.

2.     Complete the Online Tutorial on Web Time Entry
The Web Time Entry tutorial will show you where to go to enter time online, and will take you step-by-step through
the process of entering it. You can find the tutorial at http://www.isu.edu/tigeri/training/webtime. It can also be found
on the “How Do I . . . ?” tab inside of BengalWeb.
 
 

Sincerely,
 
The Tigeri Project Team (go to www.isu.edu/tigeri or call x. 4446 for additional information)

 

 


