
 

   
 

How to Approve an Employee's Timecard 

• Select the arrow on the Manage Timecards tile. 

 

• Verify the Pay Period and Group (Hyperfind) that you will be reviewing. 

 
HOURLY 

• Review the timecard and take note of any missed exceptions that need to be corrected (missed punches or shifts) and marked as reviewed (Early/ 

Late punches). 

 



 

   
 

• Correct any missed swipes by adding the time. 

• Mark exceptions as viewed. 

 

• Select Save. 

 
 



 

   
 

• Select Approve.   

 

• Once the timecard is approved, the employee’s punches will no longer be recorded for that pay period. 

• To make any edits to the timecard, such as recording an employee’s shift, the approval must be removed. 

SALARY 

• Review the timecard and verify that all Pay Codes are correct. 

• If the Salaried employee is managed by a schedule, verify that the total hours are equal to the employees FTE. 

 

• Add any additional Pay Codes as necessary. 



 

   
 

• Select Save. 

 

• Select Approve. 

 

• To make any edits to the timecard, such as recording an employee’s time off, the approval must be removed. 
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