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As a Manager, you are responsible for approving your direct report’s timecards every pay period. Before approving timecards, it is
important to review the data for accuracy, and make adjustments as needed. In this job aid you will learn how to approve your timecard
and remove approval from timecards using the Manager Workspace.
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1 -
. Access the Manager Workspace Loaded 11:40AM( Carrer: Pay Period 5
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E Click the NEXT arrow to review and approve the next employee’s timecard.
Note
Review all of the timecard entries on each timecard prior to approving. After you approve a timecard, you will
need to remove approval to make edits, then approve the timecard again.
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Removing approval from your timecard

Access the Manager workspace widget (top left side of screen)

Using the Pay Period drop-down list, navigate to the
applicable approved time frame.
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Approve Sign Off Accruals Print Refresh
Timecard Actions Timecard
Mon 6/29 9:00AM-2:00... 9:00AM 2:00PM 114017 4:00 4:00 4:00
Tue 6/30 9.00AM-2:00... 9.00AM 2.00PM 400 400 8:00
Wed 7/01 9:00AM-2:00... 9:00AM 2:00PM 4:00 4:00 12:00
Thu 7/02 9.00AM-2.00... 9.00AM 2.00PM " i I l6:00
Fri7/03 9.00AM-2:00... 9.00AM 2.00PM 10:00
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Approve Sign off Accruals Print Refresh

Timecard Actions Timecard
Mon 6/29 9:00AM-2:00.. 9:00AM 2:00PM 1114017 200 #00 400
Tue 6/30 9:00AM-2:00.. 9:00AM 2:00PM 200 400 8:00
Wed 7/01 9:00AM-2:00.. 9:00AM 2:00PM 200 #00 12:00
Thu 7/02 9:00AM-2:00.. 9:00AM 2:00PM 200 400 16:00
Fri7/03 9:00AM-2:00.. 9:00AM 2:00PM 200 #00 20:00
Sat7/04 20:00
Sun7/05 20:00

Make the necessary adjustments to the timecard, Save and then approve the
timecard when you are finished.

Note

The employee or the Manager can make the appropriate edits to the timecard. See
“Timecard Adjustments” job aid for adjusting pay codes.
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As an Manager, you are responsible for approving your direct report’s timeoff requests.

In this job aid you will learn how to approve your timeoff requests and refuse timeoff requests using the Requests widget.

Employee timeoff requests

Access the time off Requests panel by clicking on the Time Off Request icon (top center of screen)
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Time Period  Current Pay Period

In the Time Period field, verify that you are viewing the Note

relevant time period. Select current pay period or previous pay period
from the time period drop-down list

Select the employee’s time off request

Request Manager
All Horne E]
Multiple Q
Dietails Edit [ Approve ] [ Refuse ] Pending Retract Request Time Off
Approve Time-Off Request 5] Refuse Time-Off Request 5]
late Status Submitted By Start Dat Pay Code Cyl
= Submitted 12/31/2015-10:19:38AM . ) = Submitted 9/22/2017-5:33:19AM
T|  wodfied by Tunison, Rancal 15... Submitted Tunison, Ra... 10/15/200  ecied by cheresw fC
Employee Tunison, Randal Employee Walker, Charles
T|  requested 15... Submitted Tunison, Ra... 10/29/201 requested oL
Type Vacation Type 1-Safaried Vacation
Start date  12/31/2015 End date 12/31/2015 Start Date  9/22/2017 End Date 9/22/2017
Duration Hours Duration Hours
Start time  5:00AM Length 8.0h Start Time  6:00AM Length 8.0h
Note
Comments = Before approving timeoff Comments [
requests, it is important to
review the data for accuracy
and ensure staffing is
Cancel Lt
[_powrove | adequate. e
Approve timeoff requests Refuse timeoff requests
Click the Approve button. Click the Refuse button.
Click the Approve button on the approve time-off Click the Refuse button on the refuse time-off
request window. request window.
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