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Text Captions

Select the Manager Self Service link
This demonstration will show you have to approve reported hours in the timesheets of the employees in your department.
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Select the Timesheet link
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Click on the Magnifying Glass to look up a Group ID.
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Select the Group ID you need. We will use 00026  for this demonstration.
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Click the Get Employees button
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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 heading again to reverse the order in which the names are sorted.
Click the North American Paygroup link again.
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Scroll back to the list of names to start viewing timesheets.
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Click on the person whose timesheet you want to review. We will click on Robert Spring's link for this demonstration.
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Click the arrow for the drop down menu to change this to a two week view.
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Click the Time Period item
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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.
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Click the Balances - click to hide link. There is enough accrued time to enable the DTA to approve these hours.
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Click the Select All link to prepare to Approve.
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Click the Approve Selected button
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Click OK.
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Click the OK button
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Select the Return to Select Employee link
The Status of the hours is now displayed as Approved.
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MirelDelaTore  Student Worker il 500 500 000 000 0.00 1000947499 983000 School Of Music
Richard Leigh ‘Student Worker IV 16.00 16.00 000 000 0.00 1000829693 984000 School Of Music
Laura Boone. ‘Student Worker Il 200 200 000 000 0.00 1000704672 983000 School Of Music
Lee Humphrey ‘Student Worker Il 500 500 000 000 0.00 1000865367 983000 School Of Music
JacobHarison  Student Worker | 000 000 000 000 0.00 1000753382 982000 School Of Music
‘SamanthaKneale  Student Worker il 15.00 15.00 000 000 0.00 1000908817 983000 School Of Music
Brannakramer  Student Worker i 300 300 000 000 0.00 1000694434 982000 School Of Music
Jessica Eagon ‘Student Worker | 200 200 000 000 0.00 1000739637 982000 School Of Music

Daniel Stover Student Worker IV 000 000 000 — 0.00 1000839053 984000 School Of Music v
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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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