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How to View and Approve Your Time
Card

1 Click "Time Card V2"
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2 The current date range will be listed here.

3 Click here to move forward in time.



Made with Scribe - https://scribehow.com 3

4 Click here to move backwards in time.

5 On your time card summary, you will see the total paid amount. This includes
hours worked, banked time used, holiday pay, etc.
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6 Next to each total, you will see amounts separated by a slash "/". This is the
division of each week.

7 Total for paid absences will be here.
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8 Total for unpaid absences will be here.

9 Total for banked will be listed here.
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10 Click the arrow to expand the timecard to view details.

11 Grand total for regular hours will be listed here
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12 Grand total for OT will be listed here

13 Grand total for paid absences will be here.
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14 Click here to view the details of every shift on your time card.

15 Click here to enter a note if you need to.
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16 Type your note in the popup and click submit

17 Click here if you wish to bank any time.
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18 After selecting the time you want to bank, click Submit

19 If everything looks good, you can approve the time card by click the person icon
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20 Click "Yes, approve it!" which will now send to your manager for approval.


