We are implementing a new process where the supervisor is going to have to
acknowledge prior auto approved time.

Here are the instructions:
If a supervisor has prior auto approved time, they will receive an email when we run the
process. All of the manager's employees who have auto approved time will appear with a

red dot on the manager's search page regardless of the status of time entered for the
current pay period:
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The manager will have to click on the "Hours" link, in this case it is 0.00, which will take
them to the approvals page:
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Deadline for Administering Time for this Period is: 02/26/2007 1:00PM

Once in the approvals page, the manager will have to navigate to the period containing
the auto approved time by clicking on the prior week button or by clicking on the lookup
and choosing the period. When the manager has reached the period containing the auto
approved time, they will have to click on the "Acknowledge Time" button whether the
hours are correct or not. If the time is not correct, an absence adjustment form or timecard
will need to be sent in so the hours can be manually updated.

Reporing Period 11418706 through 1 200106

T Hours S Previously Daily  Weekly
Date TRC - Description Reported Status Approving Approved Total Total
Maonday 11272006 WAC Vacation 8.00 Closed 8.00 8.00
Tuesday 117282006 WAC Vacation 8.00 Closed 8.00 8.00
Thursday  11/30/2006 SCP Personal 2.00 Closed 2.00 2.00 18.00
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After all auto-approved time for a manager has been acknowledged, they will no longer
receive emails when we run the process.



