
 

 

Login with your email credentials 

 



 

This is the main landing page.  Click on Employee Tab or Link 

 



 

Click On My Employee 

 



 

Click on Approve Time, which is directly under the Enter Time Blue Box 

 

 



 

This is just an example of one employee who has submitted his timesheet. 

 



 

Choose employee by checking the box next to their name, and then click on the blue box, Approve/Acknowledge 

 



 

On the upper right hand corner, you are informed the timesheet has been approved. 

 



 

After approving, you can go up to right hand corner and click on Reports 

 



 

This report would show a breakdown of employee’s hours, based on job positions.  A student aide’s report would look different in as much as 

the way hours are entered. 

 


