MESA HCM JOB AID

MANAGER SERVICE CENTER - APPROVING TIME & LEAVE

1 The Manager Service Center is where managers will perform Manager related tasks.
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MESA HCM JOB AID

MANAGER SERVICE CENTER - APPROVING TIME & LEAVE

3 Once selected, you will see any pending approvals on the left side. On the right side you will see the employees who report to you.

° New Window |
Manage Report Time | Manage Payable Time i

Time and Labor WorkCenter

Main Reports/Processes Others
ﬁ My Work C o~ Payable Time Summary | Exceptions | Unprocessed Payable Time
> Approvals Employee Selection

O Pending Payable Time (4)

Refresh Timesheet

Start Date 01202016 |[3) End Date 01/26/2016 o

P
Employees For Rachelle Agatha Personalize | Find | [Ed] First (4 160f6 ‘»' Last
.......... Time Reporters Demographics | [F==H
Announcements c o~
Last Name First Name Employee ID Empl;yergg:ldl Job Title H%u;;rg’v:: HDI.IQ[[S SAupbpr:i’t‘;zg Denied Hours Exception
No Gurrent Announcements. Dang Lynn 0 Accounting Supervisor 0.000000 0000000 0.000000
Fernandez Francisco 0 Receiving Stockroom Supervisor 0.000000 0.000000 0.000000
Garcia Erica 0 Accounting Supervisor 0.000000 0.000000 0.000000
George Taj 0 Administrative Technician 0.000000 0.000000 0.000000
@ Links T o~ Hedgecoth Penny 0 Dist Repro Digital Prod Supv 0.000000 0.000000 0.000000
= ACA Setup Lasko Lynn 0 Business Office Support Supv 0.000000 0.000000 0.000000

D Job Code Table
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MESA HCM JOB AID

MANAGER SERVICE CENTER - APPROVING TIME & LEAVE

4 Select the Pending Payable Time link. The employees with pending time to approve will list on the right side.

If Pending Payable Time displays a number in parenthesis ( ), and you do not see the correct number of names, or any names, in the
Approve Payable Time box, adjust the dates. By practice it is helpful to just use 12/31/xxxx as the end date.

o =

Time and Labor WorkCenter
Approve Payable Time

Main Reports/Processes Others . .
28 My Work s o~ | Approve Time for Time Reporters
Employee Selection
> Approvals
T Pending Payable Time (4} Change Time in View
Start Date [12/26/2015  |[5{ 6.1 Date(01/31/2016  |[3] 9
Employees For Rachelle Agatha (7
Time Summary Demographics | [F==W)
Total
.......... ] Empl ]
Select LastN First N Empl ] Job Titl Payabl
Announcements T o~ ele ast Name irst Hame mployee Record “°° ''"¢ i

No Current Announcements. Hedgecoth Penny _ o Dist Repro Digital -

Prod Supv

Time Administration Run Control

Manager Self Service

Tirm hilammmmenset
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MESA HCM JOB AID

MANAGER SERVICE CENTER - APPROVING TIME & LEAVE

B  Refresh the dates and more employees will appear. Then select the employee you would like to review.

Time and Labor WorkCenter :
Approve Payable Time
Main Reports/Processes Others . .
28 My Work 2 o~ | Approve Time for Time Reporters
Employee Selection
> Approvals
B Pending Payable Time (4) Change Time in View
Start Date [12/26/2015  |[3) End Date|12/30/2016
Employees For Rachelle Agatha (2
Time Summary Demographics | [F55H
.......... Empl Total Comp Comp
= ~ Select Last Name First Name Employee ID Job Title Payable Time Time
Announcements T o~ Record Hours Eaned Taken
No Current Announcements D Garcia Erica 0 Accounting Supervisor
George Taj 0 Administrative Technician
Hedgecoth Penny 0 Dist Repro Digital Prod Supv
Time Administration Run Control
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MESA HCM JOB AID

MANAGER SERVICE CENTER - APPROVING TIME & LEAVE

5 Select the employee with time to approve.
Time and Labor WorkCenter
Main Reports/Processes Others ApprOVe Payable Time
% My Work S e~ | [erica Garcia " Empioyee 10 [N
< Approvals Supervisor Employment Record 0
5 Pending Payable Time (4) A Next Employee
Start Date 12/26/2015
End Date 12/30/2016
Approval Details (7 Personalize | Find | View All | Y | E First ‘4" 120f2 ‘» Last
Overview Time Reporting Elements Cost Task Reporting Elements =H
""""" Time
Announcements = ow Select Date Reporting Status Quantity Type Accounting Date Adjust Reported Time Add Comments
Code
No Current Announcements. VAC Needs Approval 8.00 Hours ) Adjust Reported Time O
VAC Needs Approval 8.00 Hours ] Adjust Reported Time &)
Select All Deselect All
Approve Deny Push Back
.......... Raturn tn Annraual Qummans

6 Select the individual dates or Select All and press approve, deny, or push back depending on your situation.

o

Time and Labor WorkCenter
Main Reports/Processes Others Approve Payable Time

48 My Work S ov Sh—

< Approvals Employment Record 0

= Pending Payable Time (4) Actions ~ Next Employee
Start Date 12/26/2015
End Date 12/30/2016
Approval Details (7 Personalize | Find | View All | 1 | =] First ‘4 1-20f2 (' Last
Overview Time Reporting Elements Cost Task Reporting Elements EJ

""""""" Time

Announcements T ov Select Date Reporting Status Quantity Type Accounting Date Adjust Reported Time Add Comments
Code
& -
No Current Announcements. VAC Needs Approval 8.00 Hours ) Adjust Reported Time O
VAC Needs Approval 8.00 Hours ) Adjust Reported Time 9]
Select All Deselect All
Approve Deny Push Back
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MESA HCM JOB AID

MANAGER SERVICE CENTER - APPROVING TIME & LEAVE

7 Once you approve, a pop-up box will appear requesting verification. Select Yes if you are sure.

Time and Labor WorkCenter

e

Moin | RupoiPrcesses | Omes | | APProve Payable Time
1 My Work L UE Erica Garcia *
= Approvals
T Ponding Payable Time (4) Actions = Message
Start Date 12726/2015
End Data 12602016 | ase you sure ye
Approval Details ¢
Overview | [ime Repoing
ﬁhmwmmo-;l; ----- T o Selnct Diate :Il:l:er:nlnn Select Ye:

W o

Appeeve i Dieny Pr-uth:!s
| —...., Resturn 1o Agpeoval Summary
%y Links < ov
8 Press OK to complete the process when the po-up box appears.
Time and Labor WorkCenter ’
Main R rts/P Oth ;
cporeTTocesses | e Save Confirmation
Ja¢ My Work S o
= Approvals “ The Save was successful.
T Pending Payable Time (4)
Announcements S o
Mo Current Announcements.
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