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T W O  A P P R O VA L  T I L E S
Currently we will have a homepage 
tile that opens to two sub tiles for 
Supervisors to review for approvals.

9.1 Time Approval (KU) tile is a 
temporary tile. It will be removed 
when all time pending under the 
prior 9.1 system is addressed.

Approvals (9.2) tile displays count of 
9.2 transactions pending approval.

We will review the 9.1 KU tile first.
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9 . 1  T I M E  A P P R O VA L S  ( K U )  T I L E
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9 . 1  T I M E  A P P R O VA L S  ( K U )  PA G E

If the time (day) is not accurate, do not Approve, Deny or Push Back the day. 
Instead, work with the employee to correct the timesheet. Check the boxes on 
the left to approve the row or all displayed.

Do Approve the time that is accurate as to not delay pay.
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A P P R O VA L S  ( 9 . 2  T I L E )

Approvals Tile (9.2) will 
display a count of 
transactions pending for 
approval. 
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A P P R O VA L S  ( 9 . 2  T I L E ) C O N T I N U E D . .
*The left menu will list the types of pending approvals and quantity. 
*The right side of the page will list all the pending items.  
*You may click on the left menu type to reduce the items on the right by the type selected. This 
selection also opens up non-detailed approval boxes. (See next slide for detail approval page.)
*You may also use the filter icon on the top left for additional selection. Selecting Payable Time for 
this example. 

1 opens a new page
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A P P R O V E  PAYA B L E  T I M E  D E T A I L  P A G E
If an individual day is not accurate, do not check the box to Approve, Deny or Push 
Back the row. Instead, work with the employee to correct the timesheet.
Do Approve the rows that are accurate as to not delay pay.
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A B S E N C E  A C T I O N
The left menu will list the types of pending approvals and quantity. 
The right side of the page will list all the pending items.  
You may click on the left menu type to reduce the items on the right by the type selected. This selection also opens 
non-detailed approval boxes. (See next slide for detail approval page i.e., displays balances, comments etc..)
You may also use the filter icon on the top left for additional selection. Selecting Absence Request for this example. 
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A B S E N C E  R E Q U E S T  D E TA I L S
You may Approve, Deny or Pushback the absence request. 
Deny and Push Back allows the employee to edit the absence and resubmit or 
cancel.
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S I G N  O F F  S E C U R E LY - Select the 3 dots on right side of banner and select 
Sign Out.

Please see additional training materials located at 
http://humanresources.ku.edu/hrpay-upgrade-training.

Human Resource Management
HR/Pay Team contact hrpay@ku.edu 785/864-0600
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