
 

 

 

 

 

 

 

Approving My Timesheet 

1 Click on the Submit Timesheet icon on the timeclock’s home screen. 
2 Once the keypad appears you will swipe your key fob along the bottom right front of the 

machine. 
3 Select the appropriate Time Period you will be approving. 
4 Once you are sure the timecard is accurate, click Done. 
5 A confirmation message appears to ensure you want to continue, click Submit.  
6 A disclaimer will appear that you must agree to. Click OK to finish.  
7 A Green Message Box will appear that says Time Sheet Submitted.  

 

 

 

Approving My Timesheet 

This will show you how approve your timesheet from the timeclock machine.  Before 
Approving your timesheet, you should already have reviewed your time for the week 
to make sure it is accurate. Timesheets should be reviewed and approved on a 
weekly basis.   
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Step 6 


