| received an emall that told

me to approve my
timesheet. What does that

mean?

In Paycom you have the ability to review and approve your timesheet prior to your manager

approving it.

While this is not required it is recommended. By approving your timesheet on the last day of the
pay period you will be able to check that no edits are required.

You can review and approve your timesheet using the Paycom Website or Paycom App. For
specific instructions refer to the guides below. These are available for download in the sidebar of

this page.


https://www.paycomonline.net/v4/ee/web.php/app/login

to Approve My Timecard
Time and Attendance
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In Employee Self-Service®, o -‘“m_: \
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............. ® STEP2

Any missing punches will
display with two question

Web Timesheet Read Only

marks. Click "?? then "Add Wano13

n ead-Only Time Sheet chedule > .

Punch Change Request. st e B —

OnCe there are no mlSSlng 01/06/2020 - 01/19/2020 = Thu 01/16
: i (Current Period)

punches, click "Approve o

EXPAND ALL Sat01/18

Timecard.

Sun01/19

© ion services enabled on
/2019 09:48:42 Geolocation: On

Weekly Totals
Total Hours 40,00

Mon 01/06

Total Dollars 50,00

N Total Units 0.00

Approve Timecard -

Totals Approvals °
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Allocation

out

Missing Punch

Tue 01/07

Wed 01/08

Thu 01/09

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

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

Upon approval, punches will
display in yellow.

............. O STEP4

An audit trail of approvals can
be found under the Approvals
tab at the bottom of the page.

Man 01/13
Tue 01/14
Wed 0115
Thu 01/16
Fri o117

sat01/18

Sun 01/19

Total Hours

Total Dollars

Total Units

Totals

8.00 Hours

8.00 Hours

8.00 Hours

8.00 Hours

8.00 Hours

Approvals

Regular

Totals Approvals

Pay Period Approvals
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4 Approved Dates
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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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EM P LUYEES Visit the Help Menu for the most up-to-date version of this guide.
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