Time Entry Approval Process
A Time Entry approver will receive an email when a Time Entry batch is released by a payroll clerk.
The email will have “Payroll Time Entry Batch Approval” as the subject.
The Time Entry program allows you to maintain or approve time entry records for employees.
To open Time Entry select Departmental Functions > Time Entry.
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When the program opens, you will be asked if you want to continue with the payroll process. Verify you are in the
correct payroll and then click Yes. This email example has a payroll warrant named “Test” as does the screen below.
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Select the search icon O\ and enter the batch number that was in the email.
You can also enter other criteria to search by (location number, clerk...).
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The batch will open with a status of “X - In Progress”. To review the Time Entri/ batch either select Resume or the pdf

report output icon :
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If selecting Resume you will be prompted to choose an option to review the records. Accept the default option of Detail
and click OK. When selected, the program displays a detail screen that displays each record individually. You can use this
screen to add, update or delete records
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This example employee Joan Smith has 7 hours of sick time on 7/19/2021.
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Once you complete the review, close the Time Entry Detail window by clicking on the X.




Select Approve in the Workflow section at the bottom the Time Entry batch to send the Time Entry batch to Auditing to
add to the payroll or select Reject to send it back to the department payroll clerk to correct. If rejected an email with

“PAYROLL TIME ENTRY BATCH REJECTION” as the subject will be sent to the department payroll clerk.
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Once approved the workflow at the bottom of the Time Entry batch will turn gray and the status will stay as

“X —In Progress” waiting for Auditing to complete their part.
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To review the approval status and who is currently set or next to approve the batch select the Approvers button.



This example show that the approver Joseph Smith has completed his approval and the next step is in progress waiting

for Auditing to approve and move it into the payroll.
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