
Press “+” to add 
another entry

Enter the date of 
time worked entry

Enter the hour 
started working

Enter the number 
of hours worked

Enter the type of 
work

Enter the position

Enter notes for your 
supervisor – optional 
but will remain with the 
record permanently

LAST STEP: click save



After completing the spreadsheet (daily or other timeframe based on employee/manager process), go the Time 
Approval menu.  Once employee validates the hours showing accurately reflect his/her hours worked, click the Approve 
and Submit button.  This will turn the red exclamation point under the employee column to a green circle.  Once and 
employee sees the green circle under the Employee column, his/her hours are sent to the employee's manager.
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(1) Select Hours Request 
or Time-Off Request

(2) Select the type of out time

(3) Select the start date

(4) Select the end date

(5) Select the # of 
hours per day of leave 
time requested.

(6) Select the position 
being charged 
(normally default 
position is charged).

(7) Enter any 
comments for 
supervisor (not a 
required field). (8) Click “Save”.


