
Manager Approve  
Payable Time 

1. Log into HCM with your MEID and password. 

2. In the title bar at the top, click Employee Self 
Service, and select Manager Self Service. 

3. Click the Approvals tile. 

4. On the left menu, click Payable Time. 

5. Click the row of the employee whose  
payable time you need to approve. 

6. Review the rows of payable time for accuracy. 

7. Select each payable time row to approve. 

  

Or click the Select All checkbox in the header. 

 

 

 

8. In the upper right, click Approve. 

 Comments are not required. 

9. Click Submit. 

 A green confirmation message briefly displays 
at the top. You are back at pending approvals. 

10. Repeat steps 4 - 9 to approve another 
employee’s payable time. 

11. When finished, sgn out. 

 Note: I f you don ’t want to approve a row, 
don’t select it. If it’s before the Employee 
deadline, ask employee to make changes and 
resubmit. If it’s past the deadline, make the 
edits following the instructions on the back, 
and then approve the hours. 

Manager Adjust 
Payable Time 

1. Log into HCM with your MEID and password. 

2. In the title bar at the top, click Employee Self 
Service, and select Manager Self Service. 

3. Click the Team Time tile (with the clock). 

4. On the left menu, click Weekly Time. 

5. Click the Get Employees button. 

6. Click the name of the employee whose payable 
time needs to be adjusted. 

7. To adjust payable time for a different day in  
the pay period, at the top, use the arrow 
buttons to go forward or backward one day. 

8. Click the day that needs to be adjusted. 

9. At the bottom, click the hours row.

 

10. To change the number of hours worked, in 
Quantity, enter the correct number of hours, 
and click Submit. 

11. To delete an entire day the employee did not 
work (including holidays, sick, or vacation 
days), at the bottom, click Delete. 

12. To adjust payable time for another day in the 
week, at the top, click the respective date  
arrow, and repeat steps 9-11. 

13. To adjust payable time for another employee, 
repeat steps 4 - 11. 

14. After making a change, follow instructions on  
the back to approve the hours. 

15. When finished, sign out. 
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