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1. Click on My Genies  2. Click on Approvals  

 

3. Click on Time Period drop down  

4. Click on Range of Dates  



5. Enter begin and end dates 
of current week (Sunday – 
Saturday). 
Use drop down for calendar.

6. Click OK  

7. Verify that employees 
have approved their time 
sheet. 
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8. Click on 
Actions 

9. Choose 
Select All 

10. Click on Timecard 

11. Review time sheet and 
adjust if needed. 

12. Click on Approvals 
 



 

13. Select Approve 14. Click forward arrow to 
view next time sheet. 

15. Click My Genies 

16. Choose Approvals 
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17. Verify your approval 

18. If you do not see your approval, 
click Refresh 
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