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Click on Range of Dates 

Click OK

Enter start and end 
dates of the week 
you are approving 
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Click My Information and choose My Timecard 
 

 
 
 
 
 
 

 

Click on appropriate 
date 

Click on drop down 
arrow under Pay Code. 

Choose Add Comp. 
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Enter payment under 
Amount 

Click on drop down 
arrow under Transfer

Choose Search 

 
 
 

 

Choose appropriate 
record number 

Click OK 
 

 



 

 

Click Save Click Totals & 
Schedule Tab 
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Click Actions Click Refresh Repeat until Unprocessed Time is removed and Amount appears 



Approve Time 
 
Click on Approvals                    Click on Approve 
 

 
Verify Approval 
                                              Click on Sign-Offs & Approvals 
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