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3.

Note:

HR Direct — MANAGER TIME APPROVAL

Navigate to Manager Self Service/Time Management/Approve Time and Exceptions/Payable Time

Approve Payable Time

Approve Time for Time Reporters

Employes Selectior

Employes Selection Criteria Get Employees
Sefection Criterion Selection Criterion Value

Time Reporier Group d, Clegr Coeria
Employea ID a Save Crieria
Empl Record 4,

Last Mame d,

First Mame a,

Business Unit 4,

Job Code d,

Dapartment a4,

Supervisor [0 "%

Reports To Posilion Number d,

Workgroup a,

Employee Typa 4,

Payroll Stahus d,

Click on the Search icon for the Time Reporter Group

Tima Reporter Group E

Look Lip lime Reporter Group
Heip
Search by | Time Reporier Group » | begins with

Look Up Cancel |Advanced Lookup

Click on Look Up.
Z0042 Stalic Anprovil - Nammia Clark
Click on your Zgroup value — it will start with Zxxxx and the description will include Approval — your name

Do not save this value as it may change on a regular basis
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H Gal Employaes
8. Click on e
9 Employees For Norma Clark Personalize | Find | View All | i Flrst'4 12012 2 Last
* Time Summary | Demographics | [T
Total Additional
. i == Empl = Base Shift &
Select Last Name First Name Employes ID R p‘i.’éﬁ’,'i Mo Time Off err._'[r::r: i Paid a8 Units
l Doe j [ David i [ 8250 8.250 0000 0.000 0.000 0.000
[ Coorey | | Amal l 2 4250 4250 0000 0.000 0.000 0.000

10. . . . . .
Review Summary of Time Submitted. If you agree with the totals, click Select Al , then
Approve
11. If you want to review details of the time entered day by day click onto the name and the detail page will
open.
12. Approval Details |5 Persgnalize | Find | View a1l | 2 | First ‘& 1-3.013 &' Last
Ovirrviow Tima Roporting Elemants Cosl Task Reponing Elaments IE|
Salect Date '.-_\'.IE“:.-IEII'IH Slatus Ouantity Type Adjust Reported Time Comments
Codea
10142014  STYWS Weeds Approval 2 D00 Hours Adjusi Reporied Time £
10152014 STYWS Needs Approval 2.750 Hours Adjust Reporied Time 0
10172014 STYWS Needs Approval 3500 Hours Adjust Reportad Time 2
Selact Al Dasalect All
Approve

Ratum 10 Approvel Summary

Note: Iftime has been changed after a prior Approval, you will see the adjustments as negative and the new entry row as

a positive.
Approval Details Parsonalize | Find | View an | &2 | B8 Arst 4 1-4ofd & Last
Owverview Tima Reporfing Elaments Cost Task Reporting Elamanis | [FT8
Time
Select Date Reparting Status Quantity Type Adjust Reported Time Commenls
Code
10162014 REG Meads Approval -7 500 Hours Adjust Reporied Time :J
10MER2014 VAC Meads Approval 7.500 Hours Adjusi Repored Timea )
10MT2014 REG Meeds Approval -7 .500 Hours Adpust Reported Time )
10172014 VAC Meads Approval 7.500 Hours Adjust Reponied Time -

13. You can select and approve individual rows or click on Select All and approve all rows or click Return to
Approval Summary without approving any rows.

Note: If you have direct reports that also are supervisor, you may use their Z Group as search criteria to approve their
employees if needed.



