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1 The Manager Service Center is where managers will perform Manager related  tasks.

2 Select the Approve Time Payable

MESA HCM JOB AID
MANAGER SERVICE CENTER - APPROVE TIME PAYABLE
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3 Once selected, the menu will open with your job code pre-populated
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4 There are several options you can use on this menu

A You may adjust the dates to see different time periods
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B Refresh the dates and more employees will appear. Then select the employee you would like to review.
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5 Next is the View Time Payable Time Summary

A

B

The Reports To should prepopulate with your position number.  You can search by any of the criteria, save the criteria, and clear the 
criteria. Select the dates at the bottom.

After selection criteria are entered, press Get Employees
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C

D

Select the employee to view

You may review one employee by moving through the weeks or changing the dates
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E This allows for manager review by employee, or other criteria,  at any given time.
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