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Overview 
 

Monthly Employee Time Approval-Payroll Approver 
 

For the purpose of Time & Labor all monthly employees who currently report leave time on a timesheet 
are classified as Time Reporters.  All employees that currently approve time on a timesheet are  
classified as Time Approvers.  Those employees who currently reconcile leave, reconcile payroll,  
distribute timesheets, submit timesheets to the Payroll Office, and run payroll reports are classified  
as the Payroll Approvers.  This training guide will walk Payroll Approvers through logging into 
PeopleSoft and approving payable time in Manager Self Service.  The training guide will include  
the Time Approver and Time Reporter instructions.  Users will log into PeopleSoft at www.my.uh.edu  
using their User ID and password.  If the User ID/password is unknown the users may click on “Request 
a New Password” or “Request my User ID” to have a new password or their User ID emailed to them. 
 

Manager Search Option Setup 
 

The first step the Payroll Approver should do is set up a Search Option in Manager Self Service.  This  
allows the Payroll Approver to establish search options to meet the needs of each individual Payroll  
Approver. 
 
Navigation:  HR & Campus Solution 8.9>Manager Self Service>Time Management>Manager Search 
          Options 
 
The Payroll Approver can make any changes to the search options that are used or displayed on the page  
when searching within Manager Self Service.  This page is where the Payroll Approver can set the  
Group ID that has been assigned to the Time Approver.  Entering your Group Id will cause the Time 
Approvers Group Id to default in when the Payroll Approver opens the Search Pages.  Even setting the  
Group ID on this page the Payroll Approver can still change the Group ID on the actual search page if a  
different Group ID is needed to be used.   
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The Payroll Approver can also change which fields are to be available for search criteria and  
those fields that will be shown when the search is returned.  The Payroll Approver can also set the Auto  
Populate Results button so that each time the Payroll Approver goes to a search page it will attempt to  
return those employees that are associated with the Time Approver.  Caution: This will make the page 
load slowly every time the Payroll Approver goes to a search page.  So use this option carefully.  If you  
have a large number of Time Approvers then changing this option would not be advisable.  One note of  
importance, if you turn off INCLUDE IN LIST options that are not associated with INCLUDE IN  
CRITERIA these options cannot be turned back on after they have been turned off. 

 
Email Notifications 
 Initially, the email notification process will run weekly, sending email notices to Payroll Approvers  
 and Time Approvers indicating there is time that needs to be approved.  The Payroll Approver will log  
 into PeopleSoft to approve pending payable time. 
  
Approving Pending Payable Time 
 
 Navigation:  HR & Campus Solution 8.9>Manager Self Service>Time Management>Approve Time 
  and Exceptions>Payable Time 
 
 Enter the Group ID, enter the start and end dates and click Get Employees 
 

                
 
 
 
 
 
 
 

PAYROLL_APPROVER.doc\cponzio Page 3 of 8 4/22/2009 

 



    
 The search will produce the Time Reporters that need approval, the Payroll Approver will click on the  
 Time Reporter’s name to view the individual timesheet, once all timesheets are reviewed the Payroll  
 Approver may click the select button to the left of the name, or click the ‘Select All’ button, and then  
 Click the Approve button to approve all Time Reporters at the same time. 

           
 
 When the Payroll Approver clicks on the Time Reporters name, they view the individual timesheet, if  
 there are comments in the comment call outs, small lines will appear.  The Payroll Approver may click  
 the ‘Select All’ button and click the ‘Approve’ button 
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To correct or change time reported the Payroll Approver will click on ‘Adjust Reported Time’ the screen 
will appear, highlight the hours to be updated and click delete or change the hours, click the ‘Submit’ 
button. 

          
 The user will see the change in the ‘Reported Time Status’ section. 

          
 Click select all and click the ‘Approve’ button.  The user can click on the ‘Next Employee’ link to  
 continue approving time. 
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Enter your group id and the date range and click ‘Get Employees’ 

 

 
  Click the employee name link to view the payable time.  

  
 Click the ‘Select All’ button to highlight all days, select approve, click ‘Next Employee’ to move the  
 next employee.  To make corrections click the ‘Adjust Reported Time’ 

  
 When the screen opens, select the day to adjust and change the hours, click the ‘Submit’ button to 
 process the change. 

  
 Click the ‘Select All’ radio button and click approve.  Click the ‘Next Employee’ to continue approving 
 employees in the list. 
 
 The Time Approver one page training guide follows with the Time Reporter one page training guide. 
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Enter your group id and the date range and click ‘Refresh’ or ‘Get Employees’ 

 

 
The list of employees needing time approval will appear, click on the first employee on the list. 

 
You will view the leave hours reported, click the ‘Balance-Click to View’ link to see leave balances.  If 
the hours need to be changed enter the correct hours under the date to be changed and click the submit 
button.  Click the ‘Select all’ link and click the ‘Approve’ or ‘Deny’ button.  Click the ‘Next Employee’ 
link to move to the next employee timesheet.  

 
When all employees are approved, click on the ‘Return to Select Employees’ link, click the ‘Refresh’ 
button, the search screen will appear blank, once all employees are approved. 
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Click to view 
next employee 

Click link to view leave balances. 

Click ‘Select All’

Click ‘Approve’ or 
‘Deny’ 
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The Time Reporting Codes drop down list consists of the following codes: 

 

Click Previous Week or Next 
week to advance to the week 
time will be entered. 

Enter the date and click 
refresh to advance to the 
desired date. 

Click the submit button after all hours or changes are made. 

Click the blue links to provide 
full display of the data. 

See the list of Time 
Reporting Codes below 

Click the 
– sign to 
delete 
rows or 
the + sign 
to add 
rows. 

Click the comment 
icon to advance to 
comment screen. 


	Training/ Reference Guide

