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	Slide 1

Text Captions: Click the << Previous Week link

Before DTAs can completely transition to approving hours worked using the new Elapsed Time reporting method, last week's time punches also need to be approved. 

Click through this demonstration to see how to do this.

To get to that approval process in your timesheets, return to the previous week of August 13th -17th.


	


	[image: image2.png]Timesheet

At L EmpiiD to0sBsEER

JobTitle:  Secretary Administrative EmplRedNbr: 0

@ Gick or nstuctions HourlyRate 1231

(08113/2007 |5 (2 Refresh ) == Previous Week
‘Scheduled Hours: 0,00 Hours

ViewBy: |Wesk v|  Date:

Next Week>>
Reported Hours: .00 Hours,

== Previous Emplovee

Next Emplovee ==

Punch Time has been reported for this date range. Use the "Punch Timesheet" link to view the time.

Total

 Reported Time Status - cickto hide

Date Status Total Time Code Comments.

000 =]

© Reported Hours Summary - click to view
® palance:

lick o view

GoTo:  Manager Set Senice
Time lanagement
Punch Timesheet

Retur to Select Emplovee






	Slide 2

Text Captions: Click the Punch Timesheet link

Note this message for last week's timesheet about using the Punch Timesheet link.
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Text Captions: Click the Select All link to prepare to approve.
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Text Captions: Thursday and Friday are now checked and ready for Approval.

Click the Approve Selected button


	


	[image: image5.png]Are you sure you wantto approve the time selected? (13504 2500)
Once the page is saved, the time cannot be “Unapproved”

Press OK to Approve or press Cancel to not save the approval
oK Cancel






	Slide 5

Text Captions: Click the OK button


	


	[image: image6.png]Approve Confirmation

LS —







	Slide 6

Text Captions: Click the OK button
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Text Captions: Click the Elapsed Timesheet link to return to the week of 8/20/07
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Text Captions: You are now back at the Elapsed Timesheet format to Approve time for Non-exempt employees. 

It is very similar to the approval process for Exempt employees. The main difference is the presence of the Punch Timesheet link.

This week (August 20th - 24th) is the only week you will need to use this link.

This brings us to the end of this simulation.
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