inferms

Miami-Dade County

Approve Time

Version 1.0



INFORMS Job Aid: Approve Time - Managers lnﬁ rms

PURPOSE

This document explains the process of approving time within the INFORMS system. This
document is for Managers.
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e Log into INFORMS.
e Navigate to: Approvals > Time and Absence
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The list of Pending Approvals will be available via Pending Approvals page. Select Time and

Absence to view the list of employees whose time need to be approved.
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top row and selecting the approval button. Select the timesh
and select Approve.

corresponding period (e.g., current / future / prior)

Time can be approved for an individual employee, or mass approved for employees without
drilling into details. This can be done by selecting multiple employees or the check box at the

eet for the desired employee(s)

Note: The indicator feature will distinguish between Time entries and Absence entries and the
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Submit.

A pop-up window will appear requesting Approver Comments. Enter comments and select

Cancel Mass Approve

Approver Comments
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To drill down into the time or absence entry, select the row in the Time Entry and Absence
details section in which needs to be approved.
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Select the individual time entry lines or all time entry lines. Select the Approve button to
approve this employee’s reported time or absence request.
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An Approve window will populate to ensure all comments are included prior to submitting the
time reported. Select Submit.

Cancel Approve Submit

You are about to approve this request.

Approver Comments

NOTE: INFORMS will populate a message to inform the approver that they have Approved the
request.




