
 

   
 

How to Review & Approve My Timecard 

Reviewing My Timecard 

• Navigation: Home page > My Timecard 

 

• Or select the icon below and choose My Timecard under the My Information dropdown menu. 



 

   
 

 
 

• See the My Information dropdown menu below. 

 

 

 



 

   
 

• The main area of a timecard can be displayed in a table view or a list view.  

• Select Table View or List View to toggle from one view to the other.  

o The List view is the default view of the timecard when you log in using your mobile device. 

 

 

• Choose Select Timeframe to select a different time period, as needed. 



 

   
 

 
My Timecard Table View 

• The table view is a grid of columns and rows which displays each day for the selected timeframe in a row with columns that contain  

o Schedule and Absence 

o In and Out punches 

o Transfers 



 

   
 

o Paycodes 

o Hour totals by shift, daily, and time period. 

o Red Exclamation points indicate exceptions such as Late or Early in/out punches 

o Red Boxes indicate a Missed punch. 

 
  



 

   
 

Approving My Timecard 

• Navigation: Home page > My Timecard 

 



 

   
 

• Or select the icon below and choose My Timecard under the My Information dropdown menu. 

 

• See the dropdown menu below. 

 
 



 

   
 

My Timecard Table View 

• The table view is a grid of columns and rows which displays each day for the selected timeframe in a row with columns that contain  

o Schedule and Absence 

o In and Out punches 

o Transfers 

o Paycodes 

o Hour totals by shift, daily, and time period. 

o Red Exclamation points indicate exceptions such as Late or Early in/out punches 



 

   
 

o Red Boxes indicate a Missed punch.

 

• Review timecard for any errors or missed punches and submit any changes to your timekeeping approver. 

• If there are no errors or corrections to be made, select the Approve icon.  

• All associates are required to review and approve their timecards in accordance with the Payroll Deadline.  
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