Approving Reported Time
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Enter the search criteria most useful and click
‘Get Employees;’ the employee/s will populate
in a list below the search fields.

Search criteria: Time Reporter Group, Employee
ID, Last Name or a combination.

Enter the search criteria most useful and click
‘Get Employees;’ the employee/s will populate
in a list below the search fields.

Search criteria: Time Reporter Group,
Employee ID, Last Name or a combination.

*Default dates: most recent pay period
needing to be approved
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Timesheet

Reported Time Status Summary Leave / Compensalory Time Exceptions
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Select Date Reported Status Total TRC
041082024 1.00 | ANNL
04082024 B.00 | WORK
04082024 10.00 | WORK
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041172024 IORK Hours Worked
041122024 10.00 | WORK Howurs Worked
041572024 0.00 | WORK Hours Warked
0471672024 0.00 | WORK Hours Woarked
0471872024 10.00 | WORK Hours Worked
041972024 Meeds Approval 10.00 | WORK Hours Worked
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Use check boxes to highlight hours
that are correct for approval, use
‘Approve’ button to commit the
approval on selected hours.

Hours that ‘Need Approval’ will have
check boxes open for selection.

Once the hours have been
approved the check boxes will not
be available. (All reported hours
must be selected and approved
each pay period)

If hours have been reported
incorrectly, contact the employee or
delegate so updates can be made.

Should you choose to make the
changes yourself use instructions
for ‘Creating or Changing Reported
Time as a Supervisor or Approver’.

*To search for other time needing approval from
prior pay periods, the Date can be updated to All
Time Before and the current date.
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