How To Approve HR Pay Time & Absence
Requests

Guide for supervisors

@ Navigate to HR/Pay at https://hr.ku.edu

1 Log in with your KU online ID and password.
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2  Select the Approvals tile.

Time and Absence Approvals KU Payroll Dashboard

Team Time & Absence
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3 Click on an employee's name.

Made with Scribe - https://scribehow.com

ding Approvals
View By | Type v | All
Al 7 ‘ = |
Absence Request & ‘PPayable Time Quantity for Ap
08/05/2024 - 01
Payable Time [ 4] b b B e i b 2 T L E . (e i o ]
Payable Time Quantity for Ap
[ 08/05/2024 - 0f
Payable Time Quantity for Ap
08/05/2024 - 0!
Absence Reguest Sick Leave - M
1 08/06/2024
Absence Reqguest \Vacation Leave
08/08/2024
Ahennen Do Lirds | mmen Kls



4  Click the "Select" field to approve all rows.
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Summary
Quantity for Approval 70 Hours
Time Period 08/05/2024 - 08/16/2024

« Payable Time Details

[ Pending | Al |
Select Report Date Time Reporting Code
O 08/05/24 REG - Regular Eams
O 080624 REG - Regular Eams
O 080724 REG - Reqular Eams
O 080824 REG - Regular Eams

5  Click "Approve"

9 rows

Quantity

Made with Scribe - https://scribehow.com



6  Click "Submit"

cel Approve

ou are about to approve this request.
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