
MET Payroll Training 
• Entering and releasing work hours
• Requesting vacation and sick time
• Approving the timesheet
• Setting up Direct deposit
• Changing home address
• Completing/Updating W-4



Entering the work hours 
 1- Log on to BU works Central - https://ppo.buw.bu.edu

 2 – Click on Employee Self-Service 

 3 – Click on Record Working Time

The BU work week starts on a Monday and ends on the following 
Sunday. To ensure that you are paid correctly, enter your hours worked 
and absences taken in a week. You must save and release hours in a 
timely manner so that your Supervisor/Manager can approve your 
timesheet before the weekly payroll deadline, which is Tuesdays at noon 
time. I strongly recommend you to save and release your timesheet by 
Friday evening, and your Supervisor/Manager will have Monday and 
Tuesday until noon time to review and then approve it. 

https://ppo.buw.bu.edu/




Make sure you are in the appropriate pay period to record your working 
hours. Select the option Hours Worked from the drop-down menu.



If you work on a standard Monday-Friday work schedule, at 7.5 hrs per day, with a half and hour unpaid 
lunch break, show the break by entering two rows of time for each day.(Enter 9 as start time and 12 as End 
Time) It is necessary to enter the time for the break. You will need to insert a new row to show the time that 
you took for your meal break. To insert a row, first highlight the now that you just completed entering time for 
by clicking on it. Then, click on the Insert Row button.



Click on the Save button at the top left corner of your screen. You will receive a message stating that 
your hours have been saved. Click on the Release Directly  button. This is necessary so that your 
hours are released and sent to your manager for approval.  



Winter Intersession – Time Entry

Employee does not work during 
the intersession 

 Select “BU Paid Holiday absence 
type for Christmas holiday.

 Select the “Intersession” absence 
type for the days during the 
intersession. 

 Please note, that in both situation 
above, you do not have to enter 
the start and end time, just enter 
the total hours..e.g. 7 hr, 7.5 hr or 
8hr.

Employee works during the 
holiday and/or intersession 

 Enter your regular holiday and 
intersession hours per day.

 Insert another row  below the holiday 
hours and enter the worked hours (you 
will be paid overtime for those hours)

 Insert another row below the intersession 
row and select “worked hours-
intersession” and enter the total hours. 
Be sure enter “01” in OT comp type 
column so that you earn compensatory 
time.



Entering hours during the holiday & intersession



Plesae note, if you work during the winter intersession, you will not be paid as 
over time, instead, you will  earn “compensatory time” for those hours worked 
which you can use for time of for up to six months after the date they were 
earned.



Requesting Time Off  
Log on to Buworks Central https://ppo.buw.bu.edu
Click on Employee Self-Service tab
Click on Time Off Request under the Time Services
The time Off Request screen opens in a new window

https://ppo.buw.bu.edu/




A Confirmation box is displayed on the screen. Note the header it will specify the type 
of request. “Leave Request:New”. If the data is accurate, click on OK to confirm the 
requested absence. 



Manager/Supervisor Approval 
Log on to Buworks Central https://ppo.buw.bu.edu
Click on Manager Self Service
Under  Employee Working Times, Click on Approve Timesheet Data

https://ppo.buw.bu.edu/




If all of the hours look correct, you may approve each individual block of time, then click on the “save 
and back” button to complete the approval  process. 
NOTE: You can approve AND/OR reject individual hours.
Click on the Save button. A confirmation message will be displayed. Click on OK to confirm your 
approval.



Setting Up Direct Deposit & Taxes (W-4) updating 
Through Employee Service in Buworks Portal, you can choose to enable the payroll department to directly deposit your paycheck 
to your bank account. 
Log on to Buworks Central  https://ppo.buw.bu.edu
Click on Employee Self Service
Click on Benefits and Pay
Click on Direct Deposit in the Pay Section

https://ppo.buw.bu.edu/


Click on the pencil to access  the screen where you can enter the information regarding your bank account.
Enter your bank routing number (9 digit bank identification number)
Enter your bank account, plus the account type (checking or saving)
Enter note to payee (e.g. Primary Bank)
Select the payment method as “Bank Transfer ACH PPD”
Click  on Valid From  and enter the date the direct deposit should start , or, click on the option “Valid as of today”
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