
 
Show Entries 
• Use the drop down to change the selection to display up to 100 entries. 
• Default display is 10. 

 
Approve All 
• Click in the box next to Approve to change the decision to approve on all displayed entries. 

 
Approver Notes 
• Approvers may save short notes.  
• Notes will appear on the ZT20 (Employee and Time Administrators have access to this report) and in rejection emails to 

employees. 
• Use of this field is optional. 

 
LT (Long Text)  
• An X will appear in the LT field if there is more text in Employee Notes than what is displayed on the screen. 
• Clicking on the X will open a new window with all notes displayed. 

 
Search 
• Use this field to search for a particular employee’s request, specific date, or types of costing. 

 
Save 
• After selecting approve or reject click save to take action on displayed entries. 
• Not selecting either approve or reject will leave the request on the screen for a later decision. 


