
Manager-Enter, Edit, Submit and Approve
 Time for Team
This how to is to show a manager/timecard editor how to:
1- edit hours
2- enter hours,
3-Enter absences
4-Submit Timecards
5-Approve timecards for payroll process

for their direct reports and/or whole team.
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STEP 1

Go to your Apps/Hubs

Click on View Apps or select the APP you are looking for
•  This one you are going to want to utilize Time and Scheduling
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STEP 2

Click on Time and Scheduling

STEP 3

Click Edit and Approve time
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STEP 4

Edit and Approve time requirments

Date: Select the date you are wanting to pull up (any date with in the week you are wanting to 
edit)
Review: Direct Reports only OR you can select by department, position, etc.
Start date of Week: Will ALWAYS be Sunday
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STEP 5

Click OK
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STEP 6

Updating Hours

Find the employee on your direct report list and click on the date you want to edit

REMINDER: it will on list one week at a time.
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STEP 7

Fill out Time details

STEP 8

Click OK

7 of 15



STEP 9

Adding more time

8 of 15



STEP 10

Example of Entering Absence/Time off

In the Time Type switch the type from Regular to whatever code you need it to be (PTO, Jury 
Duty, Bereavement, etc.)
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STEP 11

Example of Entering Absence/Time off

STEP 12

Click here
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STEP 13

Enter PTO Details

STEP 14

Select PTO Reason

11 of 15



STEP 15

Click OK

STEP 16

Fill out the details needed
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STEP 17

Click OK
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STEP 18

Enter Another Employees Hours 

Enter the next employees hours by click in the date you are needing to enter the hours for.
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STEP 19

Once Edits are made you can submit for approval and/or approve

Once your edits are made you can check the box to those you have edited and or the box at 
the time of the screen that will select all of them

STEP 20

Click Submit and/or Approve
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