
 

How Supervisors Approve Time, updated 6/23/16 1 
 

How Supervisors Approve Time 
 

Important: 
Managers must approve timesheets every Tuesday by 12:00pm for the previous week. 

Employees must enter time every Monday by 2:00pm for the previous week. 

Failure to approve timesheets in PeopleSoft for hours worked and leave taken may result in a delay in your employees 
receiving their paycheck. 

This process is the same when approving time for both punch and elapsed time reporters. 

Managers who oversee TapFin contractors need to review and approve the contractors’ time so the system sends the 
information to Field Glass for payment. 

If you see an employee in your list who no longer works at DOT or is not your employee, please let your payroll 
coordinator know immediately. 
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How to View and Approve Your Employee’s Time 
1. Access PeopleSoft Employee Self Service (ESS) using the following link: https://ess.wi.gov/ 
2. Log in to PeopleSoft Employee Self Service (ESS) using your IAM account. 
3. Navigate to Payable Time using the breadcrumbs below: 

 

4. Select the employee you are entering for from your list.  If you do not see the employee you are looking for 
enter their First Name and Last Name then click Get Employees. 

 
 
Note: The list of employee timesheets appears at the bottom of the Payable Time page.  See the screenshot 
below to view the layout.  If an employee is not listed, they may not have submitted their timesheet or they may 
only have leave entered.  Click the View All link to view all employees on one page. 

 
 

5. Click an employee’s last name to review that employee’s timesheet for the week. 
6. The Approve Payable Time page opens.   

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

https://ess.wi.gov/
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Overview Tab: The screenshot below shows what this tab looks like. 

 
 

*When you select Adjust Reported Time for any day, it will bring up the employees timesheet for that entire 
week. See screenshot below. Here you can make and submit adjustments on behalf of the employee. 

 
Time Reporting Elements Tab: The screenshot below shows what this tab looks like. Here you are able to view 
the Time Reporting Codes used by the employee any quantity of hours for reach Time Reporting Code. 
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Cost Tab: The screenshot below shows what this tab looks like.  Here you are able to view the estimated gross 
pay for each entry of the employee. 

 
 
Task Reporting Elements Tab: The screenshot below shows what this tab looks like.  Here you are able to view 
the Combination Code and view/verify the ChartFields information input by the employee.  **Please be careful 
not to accidentally change any of the ChartFields information when verifying. 
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7. From the Overview tab, select the dates for approval and click Approve. 
• Only approve time entries for the current pay period or retro adjustments.  Do not approve time for the 

current week until all submissions for the week are entered. 
• Do NOT click Select All.  This will select all individuals listed plus all employees on additional pages you 

may not be able to see. 
• You should review each employee’s actual timesheets before approving payable time. 

 

8. Click Yes to confirm that you want to approve the timesheets. 

 
9. Click OK. 

 
If an employee has made an error on their timesheet, let them know they need to go back into their timesheet, 
correct the error, and resubmit.  There is no “deny” or “pushback” button to use, you must tell the employee 
outside of the system. 
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