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2 CLICK NavBar icon.

3 SELECT Menu.

CLICK Manager Self Service > Time Management > Approve Time and Expectations > Reported Time
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5 Use the Employee Selection 
table and SELECT 
to filter through Direct Reports 
and/or scroll down to view 
the current work week along 
with the employees that have 
submisubmitted time for the week. 

6 CLICK          to mass approve all listed time submitted by your Direct Reports or 
individually CHECK-OFF each Direct Report’s total time submitted.
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CLICK Approve7

Each employee will be notified of their approved time via email and Timesheet page.

CLICK Yes to confirm and complete the status change. 
Once Approved the status cannot be reverted back.

Once submitted, a confirmation page will appear. CLICK OK. Also, a green bar appears that says
Saving Page. 
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