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deny, time off.
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Log into: Manager Dashboard:

It is best practice for a Supervisor
to log in and approve the
employees hours every Tuesday
morning. Approving hours weekly
will assist the Manager in
reporting accurate time for the
employees based on the prior
weeks activity.

To approve an employee’s weekly
timecard, choose “Hours” and
then “Individual Hours” from the
menu ribbon at the top of the
Management Dashboard.

You can also click on “Jump to
Group Hours” from the
“Required Approvals” box. This
will open up all your employees at
one time.

Always be sure to update the start
date and end date. Once you have
selected the date range be sure to click
on the “Update button’.

To approve individual hours click on the
employee’s name. Verify the “Weekly
Total” hours worked are correct. Click in
column “M” to approve time and then
choose “Apply Changes”.

Quick Tip Approving Employee Hours
Questions contact:
Andrea Wangelin : wangelina@macomb.edu

Jessica McNally: mcnallyj651@macomb.edu
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