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How To Approve HR Pay Time & Absence
Requests
Guide for supervisors

Navigate to HR/Pay at https://hr.ku.edu

1 Log in with your KU online ID and password.
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2 Select the Approvals tile. The red number in the corner indicates how many
approval rows are pending.

3 Click on an employee's name to open the row.
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4 Click the "Select" box to approve each row or you can select all to approve all
rows.

Regular hours should never be "Denied" but rather the employee should be
notified that a correction is needed.
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5 Click "Approve"

6 Click "Submit"


