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Subject: Reviewing and Approving Time

Purpose: Guides managers through how to review and approve their direct reports’ time entries.
Related References:

Review and Approve Time

1. Navigate to the Time and Absence application from the Apps Menu. Note that
ou Inay?have to select More to see the available Team-related apps.
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2. Select the Review and Approve Time tab.
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3. Enter applicable criteria for the workers” whose time you want to review.




Select OK.
4. Review the time Totals against scheduled weekly hours.
5. Check the box next to each worker whose time you wish to approve.
Alternatively, select the top Checkbox to select all workers.
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6. Select Approve.

Edit and Approve Time

Actions
1. Navigate to the Time and Absence application from the Apps Menu. Note that
you may have to select More to see the available Team-related apps.
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2. Select the Edit and Approve Time tab.
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3. Enter applicable criteria for workers’ whose time you want to edit, including

the Start Day of Week, which is required.

4, Review all workers with Alerts. Select a worker to view the details of their
Alert. Make corrections as necessary.
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5. Once corrections have been made, check the box next to the worker’s name and
select Approve.

Please reach out to workday@famu.edu for additional information.
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