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Card Following Approval
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Click 'My Team.'
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Click 'Team Time Cards.'
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From the menu below, select any

previously approved time card you

would like to edit by clicking on the

hyperlink in that entry.

3/13

Back



From the menu below, select any

entries you would like to edit and

make desired changes.

When you are finished, click 'Next' to

continue.
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Click 'Save and Close.'
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You will need to select a reason for

the change. Click the Reason

dropdown and select the most

appropriate option.

NOTE: You will not use any of the

options titled 'Payroll Only.'

Click 'Next' when complete.
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Click 'Save.'
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Click the radial box beside the

employee whose time card you

edited.
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Click 'Actions.'

9/13

Back



Prior to approving, you will need to

re-submit the time card.

Click 'Submit.'
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Again, click the radial box beside the

employee whose time card was

edited.

NOTE: You may need to refresh the

page to see that the time card was

submitted before continuing.
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Click 'Actions.'
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Click 'Approve.'
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Congratulations! You have now edited and re-approved

your employee's previously approved time card.
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