
Post Confirm Unapproved Time (PCUT) 
 

 

1. Log into HR Direct 
2. Select “Manager Self Service” from the drop-down menu 
3. Select “Post Confirm Unapproved Time” button 

 
4. Enter as much information as possible into the search fields for faster results 

 

Field on the page What the field represents 

Time Reporter Group Typically, a “Z” group 

Empl ID Employee Id 

Empl Record Employee employment instance 

Last Name Employee last name 



First Name Employee first name 

Business Unit UMAMH, UMBOS, UMCEN, UMDAR, UMLOW, 
UMWOR 

Job Code Job code 

Department Department 

Supervisor Id Employees supervisor id (supervisor employee 
id) 

Reports to Employees reports to id (reports to employee 
id) 

Workgroup Workgroup 

Begin Date Defaults to 140 days in the past 

End Date Defaults to “Todays” date 

 
5. Press on the “Search” button to return results or press the “Clear” button to blank 

out the search criteria and re-enter values 

 
 

6. Press the “Select” hyperlink next to the employee you’d like to review and approve 
their time 



 
7. To review the employee’s timesheet, select the Open Timesheet button to open a 

new window and search for the employee. 

 
Example 1:  The time was changed from 8 hours of regular pay to 7 hours of 
regular pay along with 1 hour of family sick time.  On 5/2 there is a negative 8 
hours for REG pay and a positive 7 hours for REG along with 1 hour of FSK.   
 



 
 

8. Is the time correct? 
A. YES 

1) Click on “Select All” to approve all the time for the employee.   
Note: If you press the "Select All" button, this will include all 
rows as the page will only show the first 25 rows 

 
2) Enter any comments 
3) Click “Acknowledge Selected” so you will not get emailed again 

 
B. NO 

1) Press the “Timesheet Correction Form” button to be directed to your 
campus specific time page 

 
2) Enter any comments 
3) Click “Acknowledge Selected” so you will not get emailed again 

 
 

9. If you decide you don’t want to select all rows you may press the un-select all and all 
checkboxes will blank out 

 
 

10. Click on the Return to Select Employee to return the search page 

     

 



General Notes: 

• You can navigate to the “Previous Employee” and “Next Employee” to work through 
the list of employees based on you search criteria 

• Use the “Return to Select Employee” hyperlink to go back to the search page 
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