
 How to Approve Timesheet in MYMRU 

1. Log on to MyMRU 

 

 

2. Select the Employee tab and Resources & Timesheets 

 

 

https://cas.mtroyal.ca:8443/cas/login?service=https%3A%2F%2Fwww.mymru.ca%2Fc%2Fportal%2Flogin


3. In the Pay Information section select Timesheets 

 

 

4. Timesheet/Leave Request/Proxy page: 
a. Select Approve or Acknowledge Time 
b. Click the Select button 

 

 



5. Selection Page: 
a. Select the employee type and pay period for which you are approving 

by clicking the arrow key  and then Select 
i. SM, Jan 16, 2020 to Jan 31, 2020 – Full time employee 

ii. CS, Jan 16, 2020 to Jan 31, 2020 – Casual employee 

 

6. Summary Page: 
a. Select the employee name to view the pay period details  

 



7. Employee Detailed Information Page: 
a. Review the employee’s hours for Casual CS and leave balances for 

Full-time SM prior to approving the timesheet. This is to ensure that 
SM (full-time) employees have sufficient balance for the leave 
reported and that they will not exceed their entitlement as per the 
collective agreement. 

b. If the Timesheet requires adjusting, select Change Record to make 
the corrections.  

c. Select Approve if the timesheet is correct. If the timesheet was 
approved successfully, you will see the message, “Timesheet 
successfully approved.” If there is an error message please contact 
Payroll and talk to the Web Time Entry Administrator at ext. 6320 

 

 



8. Click Previous Menu and then Change Selection to EXIT, this will bring you 
back to Selection Page. (NEVER CLICK THE ARROW BACK BUTTON to EXIT, 
IT WILL CAUSE AN ERROR IN THE TIMESHEET) 

 

 

 

 


