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Step 1 – Select the Manager Self Service link
This demonstration will show you how to approve reported hours in the timesheets of the employees in your department.
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Step 2 – Select the Timesheet link
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Step 3 – Click on the Magnifying Glass to look up a Group ID.
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Step 4 – Select the Group ID you need. We will use 00026  for this demonstration.
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Step 5 – Click the Get Employees button
Figure 6
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 Optional
If you would like to sort this listing by employee type, scroll to the far right to find the column heading North American Paygroup.
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Click the North American Paygroup heading.
By clicking the North American Paygroup, your employees will be sorted by the type of job title they have; salaried, student workers, etc.
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Click the North American Paygroup link again.
Click the heading again to reverse the order in which the names are sorted.
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Scroll back to the list of names to start viewing timesheets.
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Step 6 – Click on the person whose timesheet you want to review. We will click on R's link for this demonstration.
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Step 6 – Click the arrow for the drop down menu to change this to a two week view.

Figure 12
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Step 7 – Click the Time Period item
Figure 13
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Step 6 – Click the Balances - click to view link to compare accrued time amounts to 
those requested.

The Timesheet view changes to a two week pay period view.
Figure 14
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Step 7 – Click the Balances - click to hide link. There is enough accrued time to enable the DTA to approve these hours.
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Step 7 – Click the Select All link to prepare to Approve.

Figure 16
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Step 8 – Click the Approve Selected button
Figure 17
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Step 9 – Click OK.

Figure 18
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Step 10 – Click the OK button
Figure 19
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Step 11 – Select the Return to Select Employee link
The Status of the hours is now displayed as Approved.

Figure 20
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You are returned to your list of employess which are still sorted by the North 
American Pay Group.

That concludes this demonstration. Thank you!
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