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The myDSU Portal is a central location to access all DSU applications that
. f . The Okra Kard is the student's official identification card and is also used for

have been assigned to your account. Applications currently accessible

through the portal are Canvas, DSU Online Services, Listserv Archive, Office

365, Okramail, ang

door access, pay for print, Okra Green debit accounts, access to activities, and

meal plans.




Log in to DSU Online Services using your DSU credentials
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Personal Information

Ms Rachel Elizabeth Becker
L

() rbecker@deltastate edu
(©) KentWyatt Hall 249, Campus,
Cleveland, Mississippi 38732

() 6628464035

Personal Details

First Name
Rachel

Date of Birth

Preferred First Name

Email

Delta State University Email Address.
rbecker@deltastate edu

(Not Updateable)

Phone Number

Permanent/Parent (Primary)

(Not Updateable)

Cell/Emergency Text Messaging

@

Address

Middie Name
Elizabeth

Marital Status
Married

Campus Phone (Primary)
662 8464035
(Not Updateable)

& Ms Rachel Elizabeth Bed

@ean
LastName
Becker
Legal Sex
Female
) Add New

Cell/Emergency Text Messaging

D) ann Naw



Click the 4 square tiles

Banner Menu Alt+M

Click Employee Information

< Employee Information

tlectrnnic Personnel Action Forms

mployee Information




Click Enter Time

- -
Employee Dashboard
Employee Dashboard

Becker, Rachel E. Leave Balances as of 04/22/2025
Major Medical/STAFF in hours Personal in hours ) Comp Time in hours. .
Full Leave Balance information

i v 5
Pay Information # My Activities
Latest Pay Stub: 03/31/2025 All Pay Stubs Deductions History
Enter Time
e ————————————
Earnings -~
Reguest ime Off

Benefits »~

Approve Time
Taxes PN Approve Leave Report

Approve Leave Reguest
Job Summary A~

Electronic Personnel Action Forms (EPAF)
Employee Summary -~ Faculty Load and Compensation

Effart Certification

1 ahior Redistrihiition

S ———

Select the appropriate pay period.

e—

Employee Dashboard « Timesheet

Timesheet
Approvals Timesheet Leave Request
Pay Period v
Pay Period Hours/units submitted On status
Human Be es Specialist, 000377-00, 1, 4113, Human Resource 3) Prior Periods

04/01/2025 - 04/30/2025

In Progress ® ¢

Select the date.

= | A

Employee Dashboard « Timesheet « Human Resources Specialist, 000377-00, 1, 4113, Human Resource

Human Resources Specialist, 000377-00, 1, 4113, Human Resource ©)Restart Time {0 Leave Balances

04/01/2025 - 04/30/2025

In Progress  Submit By 04/22/2025, 03:00 PM
WEDNESDAY THURSDAY FRIDAY SATURDAY

24 25 26

SUNDAY MONDAY
20 21

@ Add Earn Code

Eam Code

Select Earn Code v



To enter time you worked on the selected day, select the hours worked earn code from the drop-down

menu.
Employee Dashboard « Timesheet

Human Resources Specialist, 000377-00, 1, 4113, Human Resource

Human Resources Specialist, 000377-00, 1, 4113, Human Resource

ORestart Time £ Leave Balances

04/01/2025 - 04/30/2025 (i) ¢ B InProgress  Submit By 04/22/2025, 03:00 PM
SUNDAY MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY SATURDAY
20 21 23 24 25 26
@ Add Earn Code
4
Select Earn Code
Personal Leave Time
Major Medical Leave
eave taken without Pay
Enter the number of hours worked on the selected day.
Employee Dashboard limesheet « Human Resources Specialist, 000377-00, 1, 4113, Human Resource
Human Resources Specialist, 000377-00, 1, 4113, Human Resource ) Restart Time £ Leave Balances
04/01/2025 - 04/30/2025  (3) & ° InProgress  Submit By 04/22/2025, 03:00 PM
SUNDAY MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY SATURDAY
20 21 23 24 25 26
< >
@ Add Earn Code
Earn Code

St _-



Select Save when all hours for that day have been entered.
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Employee Dashboard - Timesheet . Human Resources Specialist, 000377-00, 1, 4113, Human Resource
Human Resources Specialist, 000377-00, 1, 4113, Human Resource ) Restart Time {0 Leave Balances
04/01/2025 - 04/30/2025 () ° InProgress  Submit By 04/22/2025, 03:00 PM
SUNDAY MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY SATURDAY
20 21 23 24 25 26

@ Add Earn Code

Eamn Code Hours

Hours Worked v

Exit Page Cancel hysave Preview

You will see the message “Timesheet data successfully saved” to confirm your time for that day was
saved.

Employe

Human Resources Specialist, 000377-00, 1, 4113, Human Resource \ Restart Time £ Menms

s

Human Resources Specialist, 000377-00, 1, 4113, Human Resource & Timesheet data successfully saved.

04/01/2025 - 04/30/2025 ~ 8.00 Hours (3 InProgress  Submit By 04/22/2025, 03:00 PM
SUNDAY MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY SATURDAY

20 21 23 24 25 26

@ Add Earn Code

Hours Worked © 8,00 Hours /7 0

Total: 8.00 Hours | Account Distribution

Exit Page Cancel Save Preview




To enter leave time taken, select the day on which you are taking leave.

[« | Py

Employee Dashboard Timesheet Human Resources Specialist, 000377-00, 1, 4113, Human Resource

Human Resources Specialist, 000377-00, 1, 4113, Human Resource

<) Restart Time ;0 Leave Balances

04/01/2025 - 04/30/2025 ~ 8.00 Hours (i) =° inProgress  Submit By 04/22/2025, 03:00 PM
SUNDAY MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY SATURDAY
20 b1l 24 25 26
@ Add Earn Code
Hours Worked ©8.00 Hours Va

Total: 8.00 Hours | Account Distribution

From the drop-down menu, select the type of leave you are taking. If you are taking all day, enter the
total working hours for that day.

E A

Employee Dashboard limesheet Human Resources Specialist, 000377-00, 1, 4113, Human Resource

Human Resources Specialist, 000377-00, 1, 4113, Human Resource ©)Restart Time {0 Leave Balances

04/01/2025 - 04/30/2025  8.00 Hours (i # InProgress  Submit By 04/22/2025, 03:00 PM
SUNDAY MONDAY TUESDAY WEDNESDAY THURSDAY

27 28 30 1

FRIDAY SATURDAY

@ Add Earn Code

Hours

T v C]

If you are only taking leave for part of the day, enter the number of hours you are taking. Then select
add earn code to enter additional time taken or worked.

[« | A

Employee Dashboard Timesheet Human Resources Specialist, 000377-00, 1, 4113, Human Resource

Human Resources Specialist, 000377-00, 1, 4113, Human Resource ) Restart Time (0) Leave Balances

04/01/2025 - 04/30/2025 ~ 8.00 Hours (i InProgress  Submit By 04/22/2025, 03:00 PN

SUNDAY MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY SATURDAY

27 28 30 1

@ Add farn Code

Personal Leave Time ~

Exit Page Cancel save Preview



For hours worked, select the appropriate code and enter the time worked.
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Employee Dashboard Timesheet Human Resources Specialist, 000377-00, 1, 4113, Human Resource

Human Resources Specialist, 000377-00, 1, 4113, Human Resource

04/01/2025 - 04/30/2025 8.00Hours (i) B
SUNDAY MONDAY TUESDAY WEDNESDAY
27 28 30

(@ Add Earn Code

Earn Code Hours

Personal Leave Time v 6.5

Earn Code

Select Earn Code

al Leave Time

Leave taken without Pay

Comn Time Tak v

Exit Page

When all time for the day is entered select save.

Human Resources Specialist, 000377-00, 1, 4113, Human Resource

Human Resources Specialist, 000377-00, 1, 4113, Human Resource

04/01/2025 - 04/30/2025  8.00 Hours (i)

SUNDAY MONDAY TUESDAY WEDNESDAY
27 28
@ Add Earn Code

Earn Code Hours

Personal Leave Time v 65
Earn Cade Hours

Hours Worked v

Exit Page

O Restart Time {0 Leave Balai

In Progress  Submit By 04/22/2025, 03:0C

FRIDAY SATURDAY

Cancel Save Preview

‘O Restart Time () Leave Balances

InProgress  Submit By 04/22/2025, 03:00 PM
FRIDAY SATURDAY

s

Cancel Preview




You will see the message “Timesheet data successfully saved” to confirm your time for that day was
saved.

[ | A

Employee Dashboard Timesheet

Human Resources Specialist, 000377-00, 1, 4113, Human Resource ® Timesheet data successfully saved.

Human Resources Specialist, 000377-00, 1, 4113, Human Resource ) Restart Time £

Leave Balanc

04/01/2025 - 04/30/2025 16.00 Hours (i & InProgress  Submit By 04/22/2025, 03:00 PM

SUNDAY MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY SATURDAY
27 28 30 1 2 3

® Add Earn Code

Hours Worked © 1.50 Hours /s D
Total: 1.50 Hours Account Distribution
Personal Leave Time ©6.50 Hours P

[u]

Totak 6,50 Hours | Account Distribution

Exit Page Cancel Save Preview

To copy leave or time worked across multiple days, enter the leave or time worked for one day. Select
the copy icon.

H N

Employee Dashboard limesheet Human Resources Specialist, 000377-00, 1, 4113, Human Resource
Human Resources Specialist, 000377-00, 1, 4113, Human Resource ) Restart Time (D) Leave Balances
04/01/2025 - 04/30/2025  16.00 Hours (7) (=° InProgress  Submit By 04/22/2025, 03:00 PM
SUNDAY MONDAY TUESDAY 'WEDNESDAY THURSDAY FRIDAY SATURDAY
20 2 23 24 25 26

@ Add Earn Code

Hours Worked @ 8.00 Hours

Total: 8.00 Hours int Distribution




A copy time entry popup box will appear. Select from the calendar all days which have the same number
hours of time worked or leave taken.

= | N

Employee Dashboard « Iimesheet « Human Resources Specialist, 000377-00, 1, 4113, Human Resource

@ All entries, including Time In and Out data,
Human Resources Specialist, 000377-00, 1, 4113, Human Resource hours, and Account D'Smbu“(’.” ayertide
changes you have made for this earning code
will be copied.

s

04/01/2025 - 04/30/2025 = 16.00 Hours (i

SUNDAY MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY SATURDAY
———
20 Copy Time Entry X
( Hi ‘Worked : 8.00 Ht 04/22/2025, TUESDAY) N )
e gt ) Pay Period: 04/01/2025 - 04/30/2025 ®
Select Options -
re voN rue weo U - saT
(O copy to the end of pay period 30 3 1 2 3 4 5
Include Saturdays
6 7 8 9 10 1" 12 -~
s e © Include Sundays s r% K
i : o i i 5 i ours | Account Distribution
20 21 23 24 25 26
27 28 29 30 1 2 3
o o
Cancel
Exit Page. Cancel Save Preview

Select all days to that you want this number of hours or time taken to be applied to.

[ A

Employee Dashboard « Iimesheet « Human Resources Specialist, 000377-00, 1, 4113, Human Resource

Human Resources Specialist, 000377-00, 1, 4113, Human Resource ) Restart Time {0 Leave Balances

04/01/2025 - 04/30/2025 ~ 16.00 Hours (i)

InProgress  Submit By 04/22/2025, 03:00 PM
SUNDAY MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY SATURDAY
———————————————

20 Copy Time Entry

Hours Worked : 8.00 Hours (04/22/2025, TUESDAY) z
IOUEE Wocke o=z Pay Period: 04/01/20 @
Select Options

Copy to the end of pay period

Include Saturdays

Hours Worked @ Iinclude Sundays

/s 0 ©

jours | Account Distribution

Cancel

Exit Page Cancel Save Preview



After selecting all days, you want this copied to, select save.

Employee Dashboard « Iimesheet . Human Resources Specialist, 000377-00, 1, 4113, Human Resource

Human Resources Specialist, 000377-00, 1, 4113, Human Resource ORestart Time ) Leave Balances

04/01/2025 - 04/30/2025 ~ 16.00 Hours (i) 65 InProgress  Submit By 04/22/2025, 03:00 PM
SUNDAY MONDAY TUESDAY WEDNESDAY "THURSDAY FRIDAY SATURDAY
_—
20 Copy Time Entry X
Hours Worked : 8.00 Hours (04/22/2025, TUESDAY) Pay Period: 04/01/2025 - 04/30/2025 @)
Select Options
sun v TUe wep THU w w

I eI : i -_5
Include Saturdays
Hours Worked s 2
Sl © Include sundays

18
27 1 2

/7 0 ©

jours | Account Distribution

Cancel

Exit Page Cancel save Preview

To enter holiday leave, select the day on which the holiday falls.

Employee Dashboard - Timesheet » Human Resources Specialist, 000377-00, 1, 4113, Human Resource

@ The entry has been successfully copied.

Human Resources Specialist, 000377-00, 1, 4113, Human Resource ORestart Time {0 Leave Balances
04/01/2025 - 04/30/2025  168.00 Hours ()
SUNDAY MONDAY

20 21
< 800 Hours

In Progress  Submit By 04/22/2025, 03:00 PM
ESDAY THURSDAY FRIDAY SATURDAY
24 25 26

800Hours 800 Hours

TUESDAY

800 Hours

uﬁ e

Hours Worked ©8.00 Hours /s 0

Total: 8.00 Hours | Account Distribution

Exit Page cancel Save Preview



Select the earn code Holiday Leave-Staff

<
Human Resources Specialist, 000377-00, 1, 4113, Human Resource
Human Resources Specialist, 000377-00, 1, 4113, Human Resource O Restart Time {) Leave Balances
04/01/2025 -04/30/2025 ~ 168.00 Hours (i) (-° InProgress  Submit By 04/22/2025, 03:00 PM
SUNDAY MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY SATURDAY
13 14 15 16 17 19
< 8,00 Hours £00Hours 8.00Hours 200 Hours >

@ Add Earn Code

Earn Code

Leave taken without Pay

Comp Time Taken-Nonexempt

Administrative Leave

Holiday Leave - Staff &

o Fam Snecial Halidaupn

Exit Page Cancel Save Preview

Enter the number of hours of Holiday Leave for that day. Please note this should be the total number of
hours you would be regularly scheduled on that date to work.

Click Save

Employee Dashboard Timesheet Human Resources Specialist, 000377-00, 1, 4113, Human Resource
Human Resources Specialist, 000377-00, 1, 4113, Human Resource ORestart Time () Leave Balances
04/01/2025 - 04/30/2025  168.00 Hours (i) ° InProgress  Submit By 04/22/2025, 03:00 PM
SUNDAY MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY SATURDAY
13 14 15 16 17 19
< 800 Hours £00 Hours £00 Hours 800 Hours 3

@® Add Earn Code

Earn Code Hours

BN v

ixit Page Canc



A notification will appear showing that it was successfully saved.

When all time has been entered for that month. Click Preview

Employee Dashboard Timesheet Human Resources Specialist, 000377-00, 1, 4113, Human Resource

Human Resources Specialist, 000377-00, 1, 4113, Human Resource

ORestart Time () Leave Balances

04/01/2025-04/30/2025  176.00 Hours (i) (°

SUNDAY MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY SATURDAY
13 14 15 16

< 800 Hours 00 Hours 8.00 Hours

@ Add Earn Code

Holiday Leave - Staff (9 8.00 Hours /

Total: 8.00 Hours | Account Distribution

Exit Page ancel Save Bpreview

Review your time to ensure that each day's hours worked or leave taken are accurate, and that the total
time each day matches your regularly scheduled hours.

Employee Dashboard limesheet Human Resources Specialist, 000377-00. 1. 4113, Human Resource Preview
Time Entry Detail

Date Earn Code shift Total
04/01/2025 HRW, Hours Worked 1 800 Hours
04/02/2025 HRW, Hours Worked 1 800 Hours
04/03/2025 HRW, Hours Worked 1 800 Hours
04/04/2025 HRW, Hours Worked 1 800 Hours
04/07/2025 HRW, Hours Worked 1 800 Hours
04/08/2025 HRW, Hours Worked 1 800 Hours
0410972025 HRW, Hours Worked 1 800 Hours
0411072025 HRW, Hours Worked 1 800 Hours
0411172025 HRW, Hours Worked 1 800 Hours
0411412025 HRW, Hours Worked 1 800 Hours
04/15/2025 HRW, Hours Worked 1 800 Hours
04/16/2025 HRW, Hours Worked 1 800 Hours N
0411772025 HRW, Hours Worked 1 800 Hours
0411872025 SHL, Holiday Leave - Staff 1 800 Hours

0472172025 HRW, Hours Worked 1 8.00 Hours
212025 HRW, Hours Worked 1 800 Hours
0412312025 HRW, Hours Worked 1 8.00 Hours
0412412025 HRW, Hours Worked 1 800 Hours
HRW, Hours Worked 1 800 Hours

0412812025 HRW, Hours Worked 1 8.00 Hours

Return




At the bottom under summary, please check to make sure your total hours for each week total to 40
hours.

El A - B

Employee Dashboard Timesheet Human Reseurces Specialist, 000377-00, 1, 4113, Human Resource Preview

1/2025 HRW, Hours Worked 1 8.00 Hours
4/22/2025 HRW, Hours Worked 1 8.00 Hours
4/23/2025 HRW, Hours Worked 1 8.00 Hours
4/2025 HRW, Hours Worked 1 8.00 Hours
04/25/2025 HRW, Hours Worked 1 8.00 Hours
04/28/2025 HRW, Hours Worked 1 8.00 Hours
04/25/2025 HRW, Hours Worked 1 1.50 Hours
0412912025 PLT, Personal Leave Time 1 6.50 Hours
04/30/2025 HRW, Hours Worked 1 8.00 Hours
Summary
Earn Code shift Week 1 Week 2 Week 3 Week 4 Week 5 Total
HRW, Hours Worked 1 3200 10.00 3200 4000 17.50 161.50 Hours
SHL, Holiday Leave - Staff 1 8.00 8.00 Hours
PLT, Personal L S0 6.50 Hours

< Total Hours 32.00 40,00 40.00 40,00

Routing and Status

Name Action Date & Time
Becker, Rachel E. Originated 04/02/2025, 02:03 PM
Harris, Tijuana M. In the Queue

Comment (Gptional):

omment

Return

Once you've reviewed your time and make sure its accurate, click the box beside “I certify that time
entered represents a true and accurate record of my time. | am responsible for any changes made using
my ID.”

E A

Employee Dashboard limesheet Human Resources Specialist, 000377-00. 1, 4113, Human Resource Preview

04/30/2025 HRW, Hours Worked 1 .00 Hours ¢
Summary

Earn Code shift Week 1 Week 2 Week 3 Week 4 Week 5 Total

HRW, Hours Worked 1 3200 40.00 32.00 40.00 17.50 161.50 Hours

SHL, Holiday Leave - Staff 1 8.00 8.00 Hours

PLT, Personal Leave Time 1 6.50 6.50 Hours

Total Hours 3200 40.00 40.00 40.00 24.00

Routing and Status

Name Action Date & Time
Becker, Rachel E. Originated 04/02/2025, 02:03 PM
Harris, Tijuana M. In the Queue

Comment (Optional):

mmer

Plaaca romrart tha cda anterad far anril 18 2025

Return




Click Submit

[ A S e

Employee Dashboard Timesheet Human Resources Specialist, 000377-00. 1, 4113, Human Resource Preview
04/3012025 HRW, Hours Worked 8 8.00 Hours

Summary

Earn Code Shift Week 1 Week 2 ‘Week 3 Week 4 Week 5 Total

HRW, Hours Worked 1 3200 40.00 3200 40.00 17.50 161.50 Hours
SHL, Holiday Leave - Staff 1 8.00 8.00 Hours

PLT, Personal Leave Time 1 6.50 6.50 Hours

Total Hours 3200 40.00 40.00 40.00 2400

Routing and Status

Name Action Date & Time
Becker, Rachel E. Originated 04/02/2025, 02:03 PM
Harris, Tijuana M. in the Queue

comment (Optional):

imen

2000 characters remaining

| certify that the time entered represents a true and accurate record of my time. | am responsible for any changes made using my ID.

Harris, Tijuana M.

Added on 04/22/2025 (01:56 PM)

Dlaaca rarrart tha rnds sntarad far Anril 12 9005

Return

If your something on your time sheet needs correction, your supervisor can return it with comments.
You will be able to see those comments at the bottom of your timesheet preview.

= | A - B

Employee Dashboard Timesheet Human Resources Specialist, 000377-00, 1, 4113, Human Resource Preview
Becker, Rachel E. Oniginated 04/02/2025, 02:03 PM
Harris, Tijuana M. In the Queue

Comment (Optional):

nment

2000 characters remaining

| certify that the time entered represents a true and accurate record of my time. | am responsible for any changes made using my ID.

Harris, Tijuana M.
Added on 04/22/2025 (01:56 PM)

Please corvect the code entered for April 18,2025

Harris, Tijuana M.
Added on 04/22/2025 (01:51 PM)

Timesheet recalled (System Generated)

Harris, Tijuana M.
Added on 04/22/2025 (01:46 PM)

Timesheet recalled (System Generated)

Becker, Rachel E.
Added on 04/22/2025 (01:12 PM)
test

Return




You can make any corrections and return it for resubmission.
You will see the notification that your time sheet has been successfully submitted.

[ ) - ===

Employee Dashboard Timesheet Human Resources Specialist, 000377-00, 1, 4113, Human Resource Preview

| ® The timesheet has been successfully submitted.

Summary
Earn Code Shift Week 1 Week 2 Week 3 Week 4 Week 5 Total
HRW, Hours Worked 1 32.00 40.00 32.00 40.00 17.50 161.50 Hours
SHL, Holiday Leave Staff 1 8.00 8.00 Hours.
PLT, Personal Leave Time 1 6.50 6.50 Hours
Total Hours 32.00 40.00 40.00 40.00 24.00
Routing and Status
Name Action Date & Time
Becker, Rachel E. Originated 04/02/2025, 02:03 PM
Becker, Rachel E. Submitted 04/22/2025, 02:40 PM

Sendiig aEfoR N

Harris, Tijuana M.
Added on 04722/2025 (01:56 PM)

Please correct the code entered for April 18, 2025

Harris, Tijuana M.
Added on 04/22/2025 (0151 PM)

Timesheet recalled (System Generated)

Harris, Tijuana M.

AN 04722/2025 (01:46 PM)

Return

Once submitted you will see your timesheet is pending.

& A e

Employee Dashboard . Timesheet
Timesheet
Approvals Timesheet Leave Request
Pay Period v
Pay Period Hours/Units Submitted On Status

Human Resources Specialist, 000377-00, 1, 4113, Human Resource €0) Prior Periods

0410172025 047302025 17600 Hours ou2r2025 T ®





