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Click 'My Team.'
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Click 'Team Time Cards.'

Note - Team Time Cards has been added to

the Quick Actions for easier access.
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Please note that filters are pre-

defined showing your past 2 weeks

of time cards. If you would like to

modify or remove any of these

filters, feel free to do so.

Click 'Next' to continue.
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You can select any employee's time

card by clicking on the desired row

below. Be sure to select the time

card for the correct pay period.

Note: you are able to select more than one

employee at a time by using the radial

boxes on the left.
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Click 'Actions.'
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Click 'Approve' in order for your

employee's time card to be

processed.

Note: You can also take other action

from this field such as printing their

time card to PDF.
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It can take several moments for the

approval to go through. Refresh your

browser to ensure your employee's

time card was approved.

Click 'Next' to conclude.
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You have completed this task.
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