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How Supervisors Approve Employee’s Recorded Time Off

• Click on Manager Tasks
• Click on Timesheet Groups
• In the Pay Period drop down make sure to select the B1 dates. M1 is only for the 

Career (Salary) employees. 
• Click on the employees name to review and verify time submitted. (Do not just 

approve it.)  



• Click on the day and date to view hours submitted.
• Confirm hours are correct and if the employee works across multiple teams 

select the appropriate FAU to charge the time to.
• Make sure to click on the save button before moving onto the next date.



• After final review click on Approve and then Submit.
• A check mark will appear indicating timesheet is approved for processing.
• If you need to make changes click on the UnApprove and Submit.


