Self Service Cheat Sheet
Time Approver

HR Helpdesk
920-3409 (Yellowknife)

1-866-475-8162 (Toll free)
HRHelpdesk@gov.nt.ca

Approvers are expected to go into the system every Friday to approve time/leave
for Exception Time Employees, and on a daily basis for Positive Time Employees.

Ensure that the Employee Name, ID and
Title are correct

Note: time needing approval may be in a different
ErmpllD: 123456 time period. Switch time periods by clicking on
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Select All Deselact All Approve Selected Deny Selected

i) Reported Hours Summary - click to view

Click here to view the em-
ployee’s comments regarding
their request

i ] Balances - click to view

Click “Approve Selected” to approve , or “Deny Se-
lected” to deny the time for the selected requests
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