
 

HOW TO APPROVE PAYABLE TIME: 
 

Manager Self Service > Time Management > Approve Time and Exceptions > Payable Time 
 

 
 

 
 

Note: Timekeepers will not have access to the Payable Time page; only designated managers will 
have access to approve student time. 

Click Get Employees to bring up any payable time that is waiting for approval. 
 

 
 

Note: Only payable time within the time period indicated will populate.  It is recommended to 
change the start and end dates to the first and last days of the pay period to avoid missing any 

approvals. 






