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to Review and Approve Timecards

Time and Attendance

----------- ) STEP1

Navigate to Time Management >
Timecard Search.

Time Management

[ ] Waﬂce
m\Timecard Search

rni(3) STEP2

Choose the appropriate pay
class and click the check
box for “"Display Totals and
Approvals!’ Then, choose the
appropriate Date Filter and
click "Refresh!
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Employee Timecards

............ ) STEP3

Review the timecard to ensure
accurate information for payroll.
Approve timecard as specified by
company policy.

HELPFUL TIPS

Pay-Period Summary ‘ Calc Detail [ Schedule Detail [ Audit Detail [ Accrual Information ‘

Actions

uuuuu

5

g
1me ¥

& b
HER R ¢
HEREE

SAT (09/21)
Weekly Totals 40.00 $0.00 0.00
MoON (09/23) (Bl Reqular 800 800
TUE (09/24) (Bl Regular 00 8.00
WED (09/25) 8] Reguiar 800 800
THU (09/26) [Bl Regular 00 200
FRI (09/27) [B].Regular 8.00 8.00

» You also can access employee timecards through Form 10: View Timecard.

= Do not approve the timecard until all hours are entered, missing punches are
corrected, punch change requests are addressed, and timecard is approved by
employee (if required by company policy).
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