EMPLOYEES

to Approve My Timecard

Time and Attendance

STEP1

In Employee Self-Service®,

navigate to Time Management >

Web Timesheet Read Only.

STEP 2

Any missing punches will
display with two question
marks. Click "?7? then "Add
Punch Change Request!
Once there are no missing
punches, click "Approve
Timecard!
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01/06/2020 - 01/19/2020
(Current Period)

EXPAND ALL
@ Geolocation services enabled on
10/14/2019 09:48:42 Geolocation: On

Mon 01/06
IN 11:38 AM
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900-Fort Worth-Director of Opera.
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Missing Punch A

Tue 01/07
Wed 01/08

Thu 01/09

S

Mon 01/13

Tue 01/14

Wed 01/15

Thu01/16

Fri01/17

Sat01/18

Sun 01/19

Total Hours

Total Dollars

Total Units

8.00 Hours
8.00 Hours
8.00 Hours
8.00 Hours

8.00 Hours

Weekly Totals
40.00
$0.00

0.00

‘ Approve Timecard ) -

Totals

Visit the Help Menu for the most up-to-date version of this guide.
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to Approve My Timecard
Time and Attendance

.............. O STEP3

Upon approval, punches will

display in yellow.
Mon 01/13
Tue 01/14
Wed 01/15
Thu 01/16
Fri01/17
Sat01/18

Sun 01/19

Total Hours
Total Dollars

Total Units

8.00 Hours

8.00 Hours

8.00 Hours

8.00 Hours.

8.00 Hours

Weekly Totals

40.00

$0.00

0.00

Totals

Pay Code

An audit trail of approvals can

Approvals

Regular

be found under the Approvals

tab at the bottom of the page. Toals

Pay Period Approvals

Q
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A Approved Dates

01/06/2020

01/07/2020

01/08/2020

01/09/2020

01/10/2020

01/11/2020

01/12/2020

01/13/2020
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