
Self Service Cheat Sheet 
Time Approver  

Ensure that the Employee Name, ID and 
Title are correct  

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

ployee’s leave balances 

 
Harry Potter 123456 

Wizard Extraordinaire 

The Overrides 
Tab allows you 
to charge hours 
worked to a 
combination 
code  

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

REMEMBER: The number of hours must add 
up to the employee’s scheduled hours. Any 
overtime is added on a  separate row in addi-
tion to  the regular time. 

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. 

Note: time needing approval may be in a different 
time period.  Switch time periods by clicking on 
these links. 

Click the boxes to 
select individual 
requests or “Select 
All”  to select all 
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