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Managers need to review Regular Earnings Time 

and Exception Time (e.g. Vacation, Sick) 

submitted by employees and then Approve, 

Adjust, or Deny that time in HCM. 

Approve Reported Time 

1. Log into HCM using your MEID and password. 

2. Follow the path: Main Menu > Manager Self-

Service > Time Management > Approve Time 

and Exceptions > Payable Time. 

3. Click on an employee name to view his/her 

Regular Earnings and Exception Time. 

 When accessing the Payable Time page, any 

employees within your direct line of 

supervision who submitted time will be listed.  

 

4. To search for a specific employee, in the 

Employee Selection Criteria, enter an 

employee’s information into one of the search 

parameters (e.g. Last Name). 

5. Click the Get Employees button. 

 

 Only employees who reported time will show. 

 

6. To view different dates, if needed, change the 

Start and End Dates and click the Refresh 

button (e.g. to view time reported during the 

entire pay period). 

 

7. Click the appropriate employee’s name link to 

review the employee’s time. 

 

 You should see the employee’s Regular 

Earnings (REG) and any Exception Time 

listed, if reported.  

 

8. To enter comments regarding Regular 

Earnings or Exception Time, click the 

Comment icon towards the right of the 

appropriate row. 
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 You can also view employee comments by 

clicking on the Comment icon. 

9. In the Comment textbox, enter your 

comment, click Apply, and then click OK. 

 

 Comments are highly recommended when 

adjusting or denying any reported time. 

10. To Approve time, towards the left side of 

each row, click in the Select checkbox for 

each row you want to approve and then click 

the Approve button. 

 

11. After clicking Approve, you will receive a 

message asking if you are sure you want to 

approve the time selected. Click Yes to confirm.  

 

12. In the Save Confirmation box, click OK. 

 

 You will be returned to that employee’s 

Approval Details to review additional time. 

Adjust Reported Time 

1. Log into HCM using your MEID and password. 

2. Follow the path: Main Menu > Manager Self-

Service > Time Management > Approve Time 

and Exceptions > Payable Time. 

3. Click on an employee name to view his/her 

Regular Earnings time and Exception Time. 

 When accessing the Payable Time page, any 

employees within your direct line of 

supervision who submitted time will be listed.  

 

4. To search for a specific employee, in the 

Employee Selection Criteria, enter an 

employee’s information into one of the search 

parameters (e.g. Last Name). 

5. Click the Get Employees button. 

 

 Only employees who reported time will show. 

6. To view different dates, if needed, change the 

Start and End Dates and click the Refresh 

button (e.g. to view time reported during the 

entire pay period). 
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7. Click the appropriate employee’s name link to 

review the employee’s time. 

 

 You should see the employee’s Regular 

Earnings (REG) and any Exception Time 

listed, if reported.  

 

8. To enter comments regarding any time being 

adjusted, click the Comment icon towards the 

right of the appropriate row. 

 

 You can also view employee comments by 

clicking on the Comment icon. 

 

 

9. In the Comment textbox, enter your 

comment, click Apply, and then click OK. 

 

10. Comments are highly recommended when 

adjusting or denying any reported time. 

11. To Adjust reported time, in the appropriate 

row, click the Adjust Reported Time link.  

 

 You will be taken to the employee’s 

Timesheet to make adjustments. 

12. In the appropriate dates, adjust any time and 

review the Time Reporting Code. 

 

13. When finished making adjustments, click 

Submit. 

14. In the Save Confirmation box, click OK. 

 

 You will be returned to the employee’s 

Timesheet. 
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15. Click the Return to Payable Time link to return 

to that employee’s time. 

 

Deny Reported Time 

1. Log into HCM using your MEID and password. 

2. Follow the path: Main Menu > Manager Self-

Service > Time Management > Approve Time 

and Exceptions > Payable Time. 

3. Click on an employee name to view his/her 

Regular Earnings and Exception Time. 

 When accessing the Payable Time page, any 

employees within your direct line of 

supervision who submitted time will be listed.  

 

4. To search for a specific employee, in the 

Employee Selection Criteria, enter an 

employee’s information into one of the search 

parameters (e.g. Last Name). 

 

 

 

5. Click the Get Employees button. 

 

 Only employees who reported time will show. 

6. To view different dates, if needed, change the 

Start and End Dates and click the Refresh 

button (e.g. to view time reported during the 

entire pay period). 

 

7. Click the appropriate employee’s name link to 

review the employee’s time. 

 

 You should see the employee’s Regular 

Earnings (REG) and any Exception Time 

listed, if reported.  
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8. To enter comments regarding any time being 

denied, click the Comment icon towards the 

right of the appropriate row. 

 

 You can also view employee comments by 

clicking on the Comment icon. 

9. In the Comment textbox, enter your 

comment, click Apply, and then click OK. 

 

 Comments are highly recommended when 

adjusting or denying any reported time. 

10. To Deny time, towards the left side of the 

appropriate row, click the Select checkbox for 

the row you want to deny.  

11. Click the Deny button. 

 

12. After clicking Deny, you will receive a 

message asking if you are sure you want to 

deny the time selected. Click Yes to confirm.  

 

13. In the Save Confirmation box, click OK. 

 

 You will be returned to that employee’s 

Approval Details to review additional time. 

14. Click Return to Approval Summary to return 

to your list of employees.  
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