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Leave Reporting

Approver Guide







Approve Time View

On the Leave Report Approvals screen you will see the status of time submitted by your
direct reports. You’re able to view previous pay periods from the drop down.
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You must click on
each employee to
view their time
summary

Pay period
drop down
selection

DO NOT select and approve time
without reviewing first
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Time Summary

Clicking an employee from the approval view will bring you to their leave summary. You



Successfully Approved

After approving, you will see the updated Status at the top and bottom of the summary. If
there are other approvers, you will see their status as well.

Il asvia Danart NMarail Clamama s, . .
® Leave Report successfully approved.
_ = = s S — — L =
Pow Pavind- QIOMUDANR ADISOND3. AQ 82T i - Beadin s SRR CRRIOIRAIR DN M e s e L .
me fntry Dot
Farn Code _ shift Total
02/07/2023 VAL, Vacation 1

You may still recall the
leave after approving,

IIRTAT NSl

i but before the deadline
'AC, Vacation 1 8.00 Hours -
if necessary
[ Erreinr= 1= VAR WRHUAT
P— e #—-—-—

iy - = e 1T Ld -~ - oLk Cemttied = - -~

1,00 1100 00

S 5 - Eeme THi - R T
— . — {1 e e S = - - DS o
SouthPaw Submitted 03/01/2023, 09:58 AM
I Bonner, Jo Pending Approval
- X b Comment {Optional:
grall. . [ Db ” PO 1)) 7 I ” e b
I I
In Pragrase 0 BaCk on the o L bt
Approve Leave
screen, you'll see “ 4—

= 2 the updated status T T — e ———  Ouermmensme

Contact Payroll at 460 6471, or

payroll@southalabama.edu should
you need assistance




