HOW TO APPROVE PAYABLE TIME:

Manager Self Service > Time Management > Approve Time and Exceptions > Payable Time
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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.
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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.
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Managers can approve time from this page by selecting the employee and clicking Approve.
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To view payable time by day, the manager can click the employee’s name. Payable time can
be approved by selecting the applicable boxes, then clicking Approve.

ct the time you wish to approve and then clic counting Date for each row of payable
time to be published. If you wish to use the current date as the publish date, you may leave the Accounting Date field blank
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Return to Approval Summary

= |f all payable time should be approved, click Select All then Approve.
o If desired, a comment can be added before approving by clicking the bubble icon
in the applicable box.
* Once approved, the payable time will be removed from the Approve Payable Time page.
»  Click Return to Approval Summary to continue approving any remaing students.





