
Navigating the Manager 
Self Service Menu



New Homepage
The new homepage will display tiles that act as shortcuts to specific 
functions.

You can also navigate to functions by clicking 
on  the “NavBar” in the top right of your screen. 
It is the icon that looks like a compass. Once 
you click on the NavBar, next click on the 
“Menu” button to see your menu options. Your 
options will vary depending on your job role.



Manager Self Service
Approve Time
Click on the “Approve Time” tile on the homepage 

Or click on Menu > Manager Self Service > Time Management > Approve Time and Exceptions> Reported Time



1. Search for Employee entering criteria below.

2. Select an employee by clicking on the hyperlink on their last
name and approve their time by clicking on “Needs Approval:”Manager Self Service

Approve Time



Manager Self Service
Report Time

Or, click on Menu > Manager Self Service > Time Management > Report Time > Timesheet

Click on the “Employee Timesheet Review” tile on the homepage



Manager Self Service
Report Time

1. Search for Employee entering criteria below,
then select employee’s last name.

2. View timesheet summary

Time Management > Report Time > Timesheet



Manager Self Service
Query Viewer

Or, click on Menu > Reporting Tools > Query > Query Viewer

Click on the “Query Viewer” tile on the homepage



Manager Self Service
Query Viewer

Menu > Reporting Tools > Query > Query Viewer

A basic search field will display, and if you have any 
queries set as favorites, they will display below the 
search field.

Click on “Advanced Search” to display more options to 
enter search parameters.



Manager Self Service
Query Viewer
Menu > Reporting Tools > Query > Query Viewer

To add a query to your list of favorite queries, 
click on the “Favorite” link at the end of the 
line.



Manager Self Service
Query Viewer
Menu > Reporting Tools > Query > Query Viewer

To find a *comprehensive list of VTHR queries available to managers and timekeepers: 

1. Navigate to the Department of Human Resources Homepage,
2. Select the Managers and Supervisors tab,
3. Under the Workforce Data, Reporting & Compliance section, select Compliance & Reporting,
4. Next click on Forms & Documents icon,
5. Select DHR-VTHR Query Directory.

The most recent listing of queries will be available as an Excel spreadsheet. Click on the link to download it.

The leave balance query is labeled VT_TL_RPT_LVE_BALANCE_APPROVER

*Access to queries is limited by role, so not all users will have access to all queries listed

https://humanresources.vermont.gov/
https://humanresources.vermont.gov/managers-and-supervisors
https://humanresources.vermont.gov/data/compliance-reporting
https://humanresources.vermont.gov/tags/reporting
https://humanresources.vermont.gov/content/dhr-vthr-query-directory


Manager Self Service
Payable Time Summary and Payable Time Detail
Menu > Manager Self Service > Time Management > View Time 



Manager Self Service 
Payable Time Summary

1. Enter search criteria to search for
the employee; click “Get Employees.”

Menu > Manager Self Service > Time Management > View Time > 
Payable Time Summary

2. Click on the last name hyperlink to
display the summary for that employee.



Manager Self Service
Payable Time Detail

1. Enter search criteria to search for the
employee; click “Get Employees.”

2. Click on the last name hyperlink to display
the detail for that employee.

Menu > Manager Self Service > Time Management > View Time > 
Payable Time Detail
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