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Manager Self Service – Approving Time and Exceptions
Approving Payable Time

1. Begin by navigating to the Manager Self Service link.
2. Click the Time Management link.

3. Click the Approve Time and Exceptions link.

4. Click the Payable Time link.
5. Use the Approve Payable Time page to refine your search for employees by including groups, employee IDs, a certain date range, or many other criteria.  You can also simply return all the employees for whom you have approval authority and who have payable time that needs approval.
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6. Enter the Saturday end date in the date field of the week you want to approve.  

· Using the calendar icon next to the field is very helpful.
· If you don’t put in an end date, the entire two week pay period will be displayed.

7. Click the Get Employees button.
· A summary list of your employees will appear

8. Click on the Employee’s Name.
9. The Approve Payable Time page displays payable time for the employee.
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10. Review the employee’s time for accuracy.

11. Click the Select All link, or individual transactions, if necessary.
12. Click the Approve button.
· You will get a message
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13. Click the OK button.
· A Save Confirmation will appear
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14. Click the OK button.
Tip


If you have managers who report to you, type in your Employee ID in the Supervisor field and click on “Save Selection Criteria”. When you click on “Get Employees” only your direct reports will appear on the list.











