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How to Approve an Employee’s Time


It is recommended that supervisors approve time only once - at the end of each two-week pay period.

	STEP


	DIRECTIONS AND HELPFUL HINTS

	1. Log On.
	To Log On:

A. Open Internet Explorer and navigate to the PeopleSoft Sign In Internet address: https://corect.ct.gov:10000/psp/PEPRD/EMPLOYEE/EMPL/h/?tab=DEFAULT 
B. Enter your User ID.

C. Enter your password.

D. Click on the SIGN IN button.

Helpful Hints: 

· Add the Internet address to your list of FAVORITES so you won’t have to type it in each time you log on.  

· Delete all other Internet addresses for Human Resource environments.

· If you cannot get in, the first thing you should check is the Internet address you are using.

	2. Use the left-hand ENTERPRISE MENU to navigate to Manager Self Service.  Click on the folder APPROVE TIME AND EXCEPTIONS.  Click on the folder PAYABLE TIME. 

 
	The path is:

Manager Self Service/Approve Time and Exceptions/Payable Time 
Helpful Hints:

· A “Time Reporter” is any employee whose time is reported and generated in Core-CT.

· Until notice is given, approvers are authorized to approve time by time reporter only -- and NOT by group. 

	3. Enter the information requested (group ID, employee ID number, start date, and end date).


	A.  FOR EMPLOYEE ID, you may:

· Type in the information if you know it OR

· Use the Look-Up feature to search by the employee’s last name (click on the magnifying glass icon).

· Instead of typing an employee’s entire last name, you can type the first several letters, followed by the % sign, which acts as a wildcard character.

· Type alphabetical characters only, hyphens or numbers are not accepted.

B.  FOR START AND END DATES, you may:

· Type in the dates OR

· Use the Calendar feature (click on the calendar icons).  

Helpful Hints:

· The dates you enter should reflect the appropriate start and end dates of the pay period.  

· Pay period dates are available on OPM’s Intranet.  The path is: Menus: Employee Handbook/Payroll/Payroll Calendar.


	STEP


	DIRECTIONS AND HELPFUL HINTS

	4. Click on GET EMPLOYEES: click on the link for the employee’s name.

(The APPROVE PAYABLE TIME page will appear.)
	Helpful Hints:

· You must enter all requested information before clicking on the GET EMPLOYEES button.



	5. APPROVE the employee’s time.


	A.  Carefully review the employee’s time.

· Confirm that all days and scheduled hours are accounted for. Has 80 hours of time been reported?  Is it correct?

· Have the correct Time Reporting Codes been used?

B.  To APPROVE time, you may:

· Click on each individual APPROVE CHECKBOX OR

· Click on the SELECT ALL button to approve all checkboxes (days) at once.

Helpful Hints:

· Time that is NOT free of accrual errors will NOT appear on your approval list.  Is any time missing?

	6. Click the APPROVE button.


	Helpful Hints:

· Once you click the APPROVE button, you must contact Donna Adams at extension 6274 in order to make ANY changes (for that pay period).

	7. Click OK in the exit message box that appears.


	Helpful Hints:

· After you click the APPROVE button, you will receive the following warning message: “Warning – Are you sure you want to approve the time selected?  Once the page is saved, the time cannot be “unapproved”.  Press OK to approve or press Cancel to not save the approval.”

	To APPROVE the time of ANOTHER EMPLOYEE, go to Step # 8.

If there is an ERROR or DISCREPANCY with an employee’s time, go to Step # 9.

If you are finished and wish to EXIT the program, go to Step # 10.
	


	STEP


	DIRECTIONS AND HELPFUL HINTS

	8.  Click on the RETURN TO APPROVAL SUMMARY LINE to approve another employee.


	Clicking on the RETURN TO APPROVE SUMMARY LINE will bring you back to the Approve Time for Time Reporters screen.
Repeat Steps 3 – 7 for each employee whose time you need to approve.



	9. If there is time that needs correcting or that you do not want to approve, do NOT check the Approve Checkbox for that specific date.


	OPM Procedural Note:

If you identify an error on an employee’s timesheet, you can request the employee to correct the error OR correct it yourself, depending on the circumstances. In EITHER case, you MUST NOTIFY the employee:

· And request him/her to correct the error OR

· Inform him/her that you have made a change to his/her timesheet.

Helpful Hints:

· Any changes to a timesheet, whether they are made by an employee or an approver, must run through the TIME ADMINISTRATION overnight batch program again.  If time is getting short, please consult with Donna Adams.



	10. Click on the SIGN OUT link to exit the system.


	Helpful Hints:

· The sign-out link is located in the upper right-hand corner of your screen.
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