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Leave Reporting

Approver Guide







Approve Time View

On the Leave Report Approvals screen you will see the status of time submitted by your
direct reports. You’re able to view previous pay periods from the drop down.

Employee Dashboard « Time Entry Approvals
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You must click on
each employee to
view their time
summary

Pay period
drop down
selection

DO NOT select and approve time
without reviewing first
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Time Summary

Clicking an employee from the approval view will bring you to their leave summary. You



Successfully Approved

After approving, you will see the updated Status at the top and bottom of the summary. If
there are other approvers, you will see their status as well.
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Contact Payroll at 460 6471, or

payroll@southalabama.edu should
you need assistance




