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Overview This job aid instructs supervisors, timekeepers, or those responsible for approving a timesheet, the steps
necessary to approve an employee’s timesheet.

NEW! An employee who is required to report and submit time will not receive a pay check if the employee’s
supervisor, or someone on behalf of the supervisor, does not approve the employee’s timesheet.

Key Terms Term Description

Payable Time Time that is created during the Time Administration process. Payable time means
the time has passed validation and is ready to be loaded to the Payroll module for
paycheck calculation.

Prior Period Any adjusting entry made to the timesheet after time has been approved. They
Adjustment are completed in the actual period the time was worked, but paid in the period
the adjustment was approved.

Reported Time Time that is entered on the timesheet.

Self Service Allows users to access personal information, payroll and compensation
information, benefits information and other miscellaneous areas.

Time Administration | The overnight process to validate time entered on the timesheet. Also referred to
as Time Admin.

Time Reporting An element entered on the timesheet by which Core-CT collects labor data,

Code (TRC) hours, amounts or units worked. TRCs are mapped to Payroll earnings codes.

Timekeeper A person who records the amount of time worked on behalf of a group of
employees.
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Navigation: Main Menu > Core-CT HRMS > Manager Self Service > Time Management > Approve Time and Exceptions >
Payable Time
OR
Approve Time from the Core-CT home page

On the Approve Payable Time Approve Payable Time
search page, enter the Approve Time for Time Reporters
7
. . . Employee Selection
applicable search criteria,
. . salaction Criterion sat D selschion Criferion Valus 2 En
including:
. Time Reporter Group Q Clear Criteri;
e Time Reporter Group —
Employes ID a, Sawe Criteria
e Employee ID
Empl Record Q
e Last Name
. Last Name Q,
e First Name )
D + t First Mame Q,
o epartmen
P Department Q
2 Enter the pay period Start
Change Time in View
D nd End Date.
atea d d ate Start Date 0G/082018 |3 End Date 081152018 |5 o,

Note: If a terminated
employee’s termination date
is before the pay period End
Date, that employee’s
payable time will not show up
for the pay period.

Click Get Employees.
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Screenshot
Note: If there is time that e
needs approval prior to the
Start Date entered, a message There is Needs Approval time for dates prior to the Start Date selected for employee 9717438
will notify the Approver. This {20100,19)
means the employee
3 submitted a prior period OK
adjustment. Click OK to
bypass this message. Refer to
the Approving Prior Period
Adjustments job aid for
additional information on
prior period adjustments.
Review the SearCh results at SOITES o Personalize | Find [View 100| 2 First * 4-1180f118 * Last
Time Summary | Demographics | 7%
the bOttOm Of the Approve Last Hame First Name Employes ID B! Hourly Rate  Job Titi TolslPaElE  Ecoption  Location Dascription
Payable Time sea rch page_ Fair Hunter 015888 1 21220033 UGF 01-Box Office Manager 526.00 JORGENSEN CENTR A
Donalds Andrina 100722 [] 22610000 Secrstaryi 108.00 TORREY LIFE SCN
4 Cousin Jasper 550085 L] 150.000288 SpecialiResTechnician 83.00 Cf VWS HEALTH SVS

. Gus. Stu 340344 L] 41713181 UCP 03-Program Asst | 308.00 C( MANCHESTER HALL

Cllck On the LaSt Name Of the Grove Horace 022095 1 80627305  Asst Vice Provest 200.00 JOHN WROWE CTR
H H Robinson: Tug 33231 [] 38 885057 UCP 10-SHS AFRN 29062 Ci VUMS HEALTH SVS
empIOyee to reVIeW thelr Emperar Pater 842719 L] 47617406 UCP 05-Admissions Officer 70.00 UC-STAMFORD
reported time to approve_ Donalds Cal 001285 L] 40614122 UCP 08-Frogram Administrator 420.00 0 UC HARTFORD LIB
Review and verify the Approve Payable Time
ina Donalds Employz= 1D 100722

employee’s time and time

Employment Record 0

reportlng codes are accurate. Previous Employee Next Employea
Start Date D1/01/2018
Select the checkbox next to End Date 081152018
Approval Details (7 Personalize | Find | View all | 21| 128 0f 28 ‘& Last
each line of time to approve. Overview || Time Reporting Elements || Task Beparting Elements | Cast | [0
Time
H Select  Date Raporting stafun Cuantiy Type Adjust Reparied Tima Commente  Cwverride Reseon Coda
Click Select All to select all Perc
||nes Of t|me. O 02119208 REG Meeds Approval 4,00 Hours Adjust Reported Time 9] A
(] 022272018 REG Meeds Approval 4.00 Hours Adjust Reported Time ]
O 02232018 REG Meeds Approval 4.00 Hours Adjust Reparted Time ®]
C| ICk Approve O 02242018 REG Meeds Approval 4.00 Hours Adjust Reparted Time ®]
.
5 O 02252018 REG Masds Approval 4.00 Hours Adjust Reported Time ®]
[ 022672018 REG Needs Approval 400 Hours Adjust Reported Time ]
Note: Once time is approved, [ 02202018 REG Needs Approual 400 Hours Adjust Reported Time o]
. [0 03012018 REG Maeds Approval 4.00 Hours Adjust Reported Time o]
it cannot be unapproved. [0 03022018 REG Maeds Approval 4.00 Hours Adjust Reported Time 8]
[0 03032018 REG Maeds Approval 4.00 Hours Adjust Reported Time 8]
[0 03042018 REG Needs Approval 4.00 Hours Adjust Reported Time o]
[0 0307208 REG Meeds Approval 4.00 Hours Adjust Reported Time o]
[0  030e20id REG Needs Approval 4.00 Hours Adjust Reported Time o]
[0  o3oeeeis REG Needs Approval 4.00 Haurs Adjust Reported Time o]
O  ouioeee REG Needs Approval 4.00 Hours Adjust Reported Time o] N
Select Al Deselect Al
Agprave




UConn/Core CT Job Aid: Approving Time

Version 1.0

Step

Action

The following message will
appear. Click Yes to approve
the rows selected.

Screenshot

Message

Are you sure you want to approve the fime selected? (13504,2500)

6 Note: If you click No, you will Onee Approved the status cannot be reverted back.

return to the details page Select Yes fo confirm and complete the status change, Mo to return to the papge without updating the status.

without approving the time.

‘fes Mo

A final confirmation message

will appear. Click OK to close Save Confirmation

this window.
7 . . “ The Save was successful.

The approved time will be

ready to be loaded into

Payroll for paycheck OK

calculation.

Back on the Approve Payable Approve Payable Time

Time page, click Return to .

. Andrina Donalds Employee ID 100722
Approval Summary to review S
. Secretary1 Employment Record 0
the other employees with T
: : Actions ¥ Previ Employee Next Employee

reported time or click Next revious Employ pioy

8 Start Date 01/01/2016

Employee to access the next
employee on the list.

End Date 06/15/2016

Select All Deselect All

Approve

Return to Approval Summary




