@hio
Approving Payable Time

Supervisors of state employees who approve payable time should use this job aid.

Process Overview:
1. Your employees use either the Request for Leave/Overtime page to enter their exception(s) to the default
standard schedule or the Timesheet to report Hours Worked.

2. Atthe end of the pay period, you use the Approve Time for Time Reporters page to approve the employees’
payable time.

3. You will receive an email daily from the system as a reminder to approve any outstanding payable time.

4. Your employees are paid for the pay period.
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The list of employees displayed in the
Employees For section displays his
or her job code description,
department, workgroup, task group,
EMLPID and other information.

Location Code

[
[ a

Fosition Number

Start Date |04/12/2009 [ End Date 04/25/2009 [5

Select an employee and click on the approve button below to approve the employee’s time forthe time
period. Click on the employee’s name to view and/or approve the employee’s time. You may expand
the date range by changing the start and end dates or by leaving themn blank. Leave both date fields
blankto return all employees with payable time that needs approval.

Step 4 Click the link in the Name column of e
the employee whose request(s) you R
want to view.
- James Employee0102 10100903 012111 Clerk1
For this example, click the Susan I SusanEmploee0101 10100621 0 pagzp SuStomer Seice
Employee link. seeqnr O ciearal
Approve |
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The Date field displays the date that T
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time reporting code. [" 044512009  VACLV 8000000 Hours | [l AdiustReported Time
[T 04MB/2009  VACLV 8.000000 Hours |  [H Adiust Reported Time
Time Reporting Codes (TRCs) show [~ 041712009  VACLV 8000000 Hours | [ AdiusiReported Time
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reporter’s reported time.
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i i _ oo |
Step 6  Click the Select All link to approve all
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Click the Approve button to save
your approval.
Click the OK button to confirm that Are you sure you want to approve the time selected? (13504,2500)
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Click the OK button to acknowledge Save Confirmation
the confirmation.

v The Save was successful.

Step 8
QK
When finished, use the navigation bar @h'
to move to a different section of the 10
Stepo Portalorclick Sign Out.
Welcome . You last signed in on Tuesday, September 13, 2011 at 10:47 AM | Sign out
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