How to use Web Time Entry Supervisor/Employee
Set up Pay Periods

1. Log in as an Approver
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2. Fill In the Start and End Dates and hit Submit
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1. Log in as the Approver
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2. 
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Enter and Fix Time as an Employee

1. Log in under Enter Time on the Log In Screen
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2. Fix rejected time
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- Click the Edit Time button
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- Correct your time and check Select and then
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Click on Approve Time Button
Click Approve or Reject

If you Reject an entry type a reason into the Issue
Column
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1. Add your Jobs, Cost Codes etc...

2. Add your Time here

3. Check the select check box on rows you want
approved then hit Submit
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Delete Row(s)

To add a new row click add row.




