KCTCS Self-Service Absence - Supervisor Approval Instructions
Beginning August 1st 2016, all employees (both exempt and non-exempt) should enter absence request data
through the Time and Absence page of employee self-service. Supervisors will be responsible for reviewing the
reported absences and marking the hours as approved or denied.
Step 1: Supervisors will receive an e-mail notification when an employee submits hours.

Step 2: Clicking the link in the e-mail will navigate the supervisor directly to the employee’s Time and
Absence page for the period that contains the hours in a pending approval status.

Step 3: On the Time and Absence page, review the entries under the reported time tab. To approve all line
items on the page, click the select all button, then approve. Supervisors can also deny all items, or select single
items to approve or deny.

When employees are reporting partial day absences, they should record the exact hours requested (example:
8:00 am – 11:00 am) in the comments box. This allows the supervisor to know exactly when the employee
plans to be out of the office. If the employee has added a comment for a particular date, the comment bubble
will display dots.

Clicking on the comment bubble will launch the page to display the comment history. Supervisors also have
the ability to add comments.

Step 4: After approving the hours, click “Yes” on the confirmation message pop-up.

The selected entries will now update to an Approved or Denied status. No further action is required.

Alternate Instructions – Approving Time and Absence Directly Through
Manager Self-Service
If an approval e-mail notification has been deleted, supervisors can still access approvals directly through
Manager Self-Service in PeopleSoft.
Step 1: Log into PeopleSoft HRMS to access the employee self-service pages.

Step 2: Navigate to the Approve Reported Time Page in Manager Self-Service by following the menu path:

Step 3: The page defaults to only show employees who have Time and Absence hours within the current
week. In order to capture all hours from previous, current, and future weeks that are still in a needs approval
status, change the drop-down box from “week” to “all time after” and select a date at least 90 days in the
past. Click the refresh button.

Step 4: After completing step 3, the page will now display a listing of only employees who have worked or
absence hours that still need to be approved.
DO NOT MAKE APPROVALS DIRECTLY FROM THIS PAGE. This page only shows a summary of hours by week,
not the exact type of leave or hours requested. To make an approval, click on the employee’s last name. This
will launch the employee’s Time and Absence page that contains the hours needing approval. You can now
complete the approvals by beginning with Step 2 of the normal KCTCS Self-Service Absence - Supervisor
Approval Instructions handout.

Optional Workforce Management Tool for Supervisors:
Using the Weekly and Monthly Time Calendars
A weekly and monthly time calendar is available in PeopleSoft Manager Self-Service. These Time and Labor
calendar views provide assistance to optimally manage workforce resources. This information is viewable on a
weekly or monthly time calendar and includes drill down capability to view lower level details.
The weekly and monthly time calendar view pages enable managers to analyze recorded time data and plan
future schedules. Using prior period time calendar views, managers can view time reporters' overtime hours
and absence history. Viewing future periods on the time calendar view pages enable managers to preview
approved absences.
Each time calendar page consists of a set of instructions, a viewing options menu to select the type of
information to view on the time calendar, the time calendar grid itself that displays time reporter information
and a legend that details the colors and codes used in the time calendar display.

Navigating to the Weekly and Monthly Time Calendars:
The time calendars are located in Manager Self-Service:

or

Selecting Employees and Setting Criteria:
Managers can use the employee selection criteria to search for specific employees, or leave blank to view all
employees the supervisor has access to view.

Define the criteria for the display.
1. Select the desired week (for the weekly calendar) or month (for the monthly calendar) and the year.
2. Switch from Reported hours to Payable hours.
Helpful Tip: Payable hours is the preferred criteria because it includes only hours that have been
approved, as well as all overtime. Overtime is calculated in payable time, and therefore does not
display in the reported time view.
3. Click on the “Show Symbols” check box. Leave all other boxes unchecked.
Helpful Tip: You do not have to click the Show Absences box. Absences will automatically display in
the calendar by default.
4. Click the Refresh View button.
Helpful Tip: You can easily navigate between the weekly and monthly calendar pages by using the
links above the criteria box.

Viewing Time:
The page will now display a grid of your selected employees.

Notes about using this page:


The legend at the bottom of the page will show which type of hours correspond to each color on the
grid.



Only one color per day will display on the calendar for each employee. If more than one hours type is
recorded on a single date (example – 4.0 vacation, 3.50 regular), events are prioritized to display
“other” type absences first, followed by vacation, sick, overtime, default time (such as holiday and
institutional closing), and regular hours.
Clicking on the text in a particular box will show the exact detail of hours for that date, separated by
Time Reporting Code.



