How To Approve Time Cards In Manage a thread
Portal

This guide provides a process for managers and supervisors approving time cards in
the Manage portal of the Adaptive Employee Experience in isolved. By following these
instructions, managers and supervisors can review and approve time cards
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4  Click the "Manage" tab
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This will bring up the manager / supervisor assigned employees. To approve one
employee at a time, click the checkbox.
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7  To approve all employees at once, click the "Approve" button at the bottom
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To navigate to an employee's time card to review, Click the employee's name
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For users with permission, the time cards can be edited from here. Once the time
card is confirmed to be correct, click "Approve"

1solved
@

Status

Manager, Test
I T

Summary

Eamings
Hourly Regular
Labor
Department
1-Dept1
Adjustments
No data to display

Alerts
No data to display

. —
@ Hourly regular ] Meal/break
Unpaid time off
Sick
Other
arc! GO
Bi-Weekly
Name Total Paid Unpaid  Adj$ Alers  Timeoard Your
status approval
Employee, Test 8.00 8.00 0.00 0.00 N
Employee, Comp Time 0.00 0.00 0.00 0.00 v
Employee, Demo1 0.00 0.00 0.00 0.00 v
Employee, Demo2 0.00 0.00 0.00 0.00 MOT REQUIRED
Test, Quick 0.00 0.00 0.00 0.00 v

Tasks

Time Cards (BETA) Employees Calendar
> TE Employee, Test
Day Total Paid
Sun Jun 22
Mon Jun 23
Tue Jun 24
Wed Jun 25
u Jun 26
FriJun 27
Sat Jun 28
un 29
Mon Jun 30
Tue Jul
jed Jul 2
8.00 8.00

I'M DONE

Schedule

Unpaid Adj §

Alerts



