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Click on Range of Dates 
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Click OK

Enter start and end 
dates of the week 
you are approving 
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Enter start and end times for each day worked 
 

 
 
 
 
 

 

Enter start time and stop time after break on 2nd row.

Enter start time and stop time before break on 1st row.If break is taken, click on + 
at beginning of date row 

 
 
 
 



 
 

 

Click Save Click Totals & 
Schedule Tab 

 
 
 
 

 

Click Actions Click Refresh Repeat until Unprocessed Time is 
removed and Total hours appear 
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Approve Time 
 
Click on Approvals                    Click on Approve 
 

 
 
Verify Approval 
 
Click on Sign-Offs & Approvals 
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