[image: ]
Time & Leave – Approving

Supervisors will be required to approve timesheets (also known as Payable Time), all requests for Overtime/Compensatory Time, and all leave requests.  There will be two ways in which supervisors will be notified that they have something to approve.  
· Supervisors who have a State email address will receive an email from noreply@notify.hip.hawaii.gov.  Supervisors will receive an email that has summary information about what needs to be approved as well as a link that will take them to logon to HIP and then to see the transaction.  The supervisor will follow the link provided in the email. If a supervisor fails to take action, they’ll also get a daily reminder email each evening.     
SAMPLE
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· Any supervisor may also logon to HIP and check their Approvals tile at any time to see what is pending for them to approve.  The menu at the top should be toggled to “Manager Self-Service” to see the Approvals tile. Once the tile is clicked a list of items pending approval will display.  A supervisor may click on any item on the list to open it and take action.     The number on the tile shows how many pending approvals there are
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Click on any row to take action
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Payable time requires your approval
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This message is to notify you that there is payable time requiring your approval.

Employee ID: 001758
Job Title: *General Professional
Date: 2020-11-19

To access the page, click on the following link to view the transaction:
https://execsso.hip.hawail.gov/psp/hpssoexec/EMPLOYEE/HRMS/c/ROLE_MANAGER.TL SRCH APPRV_GRP.GBL?
Action=U&TRANSACTIONID=7&EOAWDEFN ID=TLByPosnSupervisor&EMPLID=001758 _&EMPL RCD=08&DUR=2020-11-
198SEQ_NBR=44001014

This is a system-generated email. Do not reply to this email.
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