Overview: Thisdocumentprovidesanoverviewon how to approvehourly andstudentreportedwork hours.

LogIn
1. Navigateto MyHR(https://www.csueastbay.edu/myhiy
2. Clickthe SIGNN button
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Manage my NetID
3. Selecthe Manager/Timekeepetab
ApproveTime
4, Clickthe ApproveTimefor Employeedlinklocatedunderthe Timeand Laborinformation header
TheApprovePayableTimepagedisplays
5. Enterthe GroupID (PSdept. ID), the payperiod beginandenddatein the Start Dateand EndDate fieldsand Click
GetEmployees
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6. Reviewthe Total PayableHourscolumnfor accuracy.Clickthe employee’sname hyperlinkto seedetailsregarding
the hours reported for the specified date range.
7. ClickSelect Alto approveemployeesdn list or populatethe checkboxn the Selectcolumnto proceedwith
individual approval.
8. ClickApprove
Approvaimessagalisplays
9. ClickOKto proceed
SaveConfirmationpagedisplays
10. ClickOKto finalizeapproval




