1.6. Supervisor Job Aid: Approving Timecards
(Non-Exempt and Exempt)

1 Login to LoboTime. Navigate to the 'Manage Timecards' and click on the arrow at
the top of the tile to open. Alternatively, click on one of the carrots ">" to open a
specific group of timecards.
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2 Click the dropdown menu to select an employee.

= @ [P Employee timecards

Employee Testnonexempt,.. ¥ | @ COMPELENATST ¢ 1of4 (5 ~ Next Pay Period &% ~ 4 Employee(s) selected £
— A v < B~ B~ <
List view Zoom Approve Signoff  Analyze Goto Share

Made with Scribe - https://scribehow.com



3 For Exempt employees: Navigate to the employee's timecard. Click 'Approve' if
the timecard is complete. Specific hours will not show on an exempt employee's
timecard.
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4 For Non-exempt employees: Navigate to the employee's timecard. Click
'Approve' if the timecard is complete. Punches in and out will show with a running
total of the employee's time for the pay period.
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5 Once 'Approve' is clicked, the 'Approve' option will grey-out and an alert will show
that the timecard has been approved.
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6 Click the Icon next to the three bubbles.

A chart will appear showing the color and approver associated with each bubble.
Filled (colored) bubbles indicate approvals that have been received.

~End--

Made with Scribe - https://scribehow.com



