In this Guide you will find the following instructions

Manager Guide to ADP Mobile Timecard Approval and maintenance

Manager Guide to ADP Enhanced Time Timecard Approval and maintenance
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ADP Manager Guide — Timecard Mobile

Approving an Employee’s Timecard

Adding Hours (Hours based employees)

Adding Time (Time Pair based employees)

Entering a Supplemental Pay Code

Deleting hours/time

Adding a note to a time pair Reset

Download the free ADP mobile App




Approving an /52

Good Morning

Employee’s

Timecard

Note: This approves the entire timesheet for the selected pay period.
Supervisor approval is not available unless all timecard errors have been
addressed.




Tap More, then tap on Tap View Timecard Tap the Approve Confirm by tapping on
Team Timecard Timecard button OK

CANR T 468%m

Team Timecard Team Timecard & Team Timecard

® Learning oD

< Back to Team Timecards

A Attestation

All Employees | Public
GROUP: ALL EMPLOYEES
@ Pay TIMECARD FOR:

Time Period This approval is for both Time pair and

Supplemental Pay Codes. Do you
want to continue?

[ Sarabia, Alex

Current

) Schedule Pay Period

Employees in group: 20

[Current Pay Period

() Team Schedule D)

Pay Period Summary
Smith, John

08/14/2022 - 08/27/2022
1:30 HRS (08/14/2022 - 08/27/2022)

/ \ 1.50 Total Hours

View Timecard | <G

[ (' Team Timecard

| There is 1 warning flagged
Smith, Jane 7 You have not yet approved this timecard
0:00 HRS (08/14/2022 - 08/27/2022)

r N

View Timecard

@ Time Manager Actions

Pay Code Summary
& Time Off

Weekly Summary
Albright, Anthony

8:00 HRS (08/15/2022 - 08/28/2022) (B show Schedule

View Timecard

f"o Timecard

@) 2

People




Adding Hours

Hours based employees

An Hours based employee will record hours by entering the total hours for the
day.




Tap More, then tap on Tap View Timecard Tap +Add Entry Select the Pay Code,
Team Timecard then enter the Hours,
then tap Save

Team Timecard Timecard Team Timecard

® Learning
G
roup Wednesday,

All Employees | Public + Add entry August 24, 2022
® Pay

Time Period

Time Entry © Add Comment
Current

[ Schedule 3 | +Add entry f Pay Code Hours
Employees in group: 20
[Please Select VJ [ hh.hh ] G

() Team Schedule OO

1 1 + Add entry 1 1
Smith, John [ I Transfer

1:30 HRS (08/14/2022 - 08/27/2022) Account

[ (' Team Timecard

View Timecard | < [Please Select
— —— + Add entry

© Add new account
@ Time Manager Actions Smith, Jane

0:00 HRS (08/14/2022 - 08/27/2022)
\ >

— - 12:00AM - 12:15AM ' 0.25 © Add entry
View Timecard

& Time Off L ) HRS

Albright, Anthony

[® Timecard 8:00 HRS (08/15/2022 - 08/28/2022)
) + Add entry
View Timecard

10 9 2 Approve Timecard ‘ Prev Day Next Day I
Home To Do People L 4




AR

Good Morning

USERID

Adding Time |-

FORGOT USER ID?

Time Pair based employees

A Time Pair based employee will enter hours by using the In and Out times.

Note: This process also applies for Clocking employees.




Tap More, then tap on
Team Timecard

® Learning
® Pay
) Schedule

[2) Team Schedule

[ (' Team Timecard

@ Time Manager Actions

& Time Off

[® Timecard

o @) L

Home To Do People

Tap View Timecard

Team Timecard

Group

All Employees | Public

Time Period

Current
Employees in group: 20

Name

Smith, John
1:30 HRS (08/14/2022 - 08/27/2022)

View Timecard | <

Smith, Jane
0:00 HRS (08/14/2022 - 08/27/2022)

View Timecard

Albright, Anthony
8:00 HRS (08/15/2022 - 08/28/2022)

View Timecard

Tap +Add Entry

Team Timecard

MON  04:30 AM - 06:00 AM

15

+ Add entry

+ Add entry
+ Add entry
+ Add entry

+ Add entry

Approve Timecard

Select the Pay Code,
then enter the In/Out
time, then tap Save

Team Timecard

Tuesday,
August 16, 2022

Time Entry © Add Comment

Pay Code
Please Select v | —

InTime * Out Time

[h?‘:""r AM o} [hh mm AM @] G

Transfer

Account

{PIeaseSelect VJ ‘/

© Add new account

© Add entry

! Prev Day Next Day v C]




Entering a
Supplemental
Pay Code

Note: Supplemental pay codes can be configured as either
Amount/Currency($) or Units.




Navigate to More >
Team Timecard, then
tap View Timecard

Team Timecard

Group

All Employees | Public
Time Period
Current

Employees in group: 20

Name

Smith, John
1:30 HRS (08/14/2022 - 08/27/2022)

View Timecard ‘ <

Smith, Jane

0:00 HRS (08/14/2022 - 08/27/2022)
View Timecard ‘

Albright, Anthony

8:00 HRS (08/15/2022 - 08/28/2022)

| View Timecard ‘

Tap +Add Entry

Timecard

+ Add entry

+ Add entry

+ Add entry

+ Add entry

+ Add entry.

+ Add entry

Approve Timecard

(j

Select the Supplemental Pay
Code, enter the Amount ($),

then tap Save

Timecard

Thursday,
September 1, 2022

Time Entry OUndo (©OAdd Comment

Pay Code Amount

[Tips

Transfer

Account

[ Please Select

© Add new account

© Add entry

‘ Prev Day | Next Day

I O <

Or Select the Supplemental
Pay Code, enter the Units,
then tap Save

Timecard

Thursday,
September 1, 2022

Time Entry OUndo ¢ Add Comment

Pay Code Units

CD|

Transfer

Account

[ Please Select

© Add new account

© Add entry

‘ Prev Day Next Day v




AR

Good Morning

Deleting

. Save My User ID

hours/time

Note: Allows you to delete hours via the ADP Mobile App.




Navigate to More > Tap into the timepair Tap the Menu icon, then Tap Save to confirm
Team Timecard, then

) g tap Delete
tap View Timecard

WNQTu55%n N ( : BANQ T 7a55%n N f BANQFM55%

Team Timecard Team Timecard Team Timecard Team Timecard

Group Monday,
All Employees | Public + Add entry AUgUSt 15,2022

Time Period
Time Entry
Current
MON 04:30 AM - 06:00 AM
: 15 ‘ ' : :
Employees in group: 20 In Time Out Time
04:30 AM 06:00 AM

Total Hours

+ Add entry 1.50 HRS
Smith, John ™ Supervisor Approval Required

1:30 HRS (08/14/2022 - 08/27/2022) (# Edit

Name

©Add entr
+ Add entry

¢ Add Comment

Smith, Jane
0:00 HRS (08/14/2022 - 08/27/2022)

Albright, Anthony
8:00 HRS (08/15/2022 - 08/28/2022)

+ Add entry

Approve Timecard { Prev Day ] { Next Day J

0 : 0




Add a note to
a time pair

Allows supervisors to enter a note on an existing time pair.




Navigate to More> Team Tap the Menu icon, then Enter your note, then tap Your Note has been
Timecard> View Timecard, tap Add Comment Save saved
then tap into the time pair

WNQ T u80%m

Timecard Timecard Timecard Timecard

Tuesday,
August 16, 2022

12:00AM - 05:00 AM
o —

12:00AM - 05:00AM

[Please Select

© Add new account

+ Add entry +Add entry

Comments

Reason

+ Add entry I Please Select + Add entry

(# Edit Applies To

@ Delete Entry

+ Add entry Note
¢ Add Comment

Test Mobile note €=

+ Add entry,

*+Add entry + Add entry

@ Delete comment

*Add entry + Add entry

Approve Timecard

O

© Add entry

Approve Timecard { Prev Day ] [ Next Day ] -l

O




Navigate to More> Group
Clocking

Q Search features
Features

Q Benefits

© Clock

[ © Group Clocking

2 Learning

® Pay

A Schedule

o d 2

People

Select the employees,
then tap Punch or
Transfer

Group Clocking

Today is Wednesday, Oct 5th

4:11:54 PM

Employee Group

My Team

Employees
41 Records Found

{ Search

Employee Name

The punch has been
recorded

Group Clocking

@ You clocked 3 employees for Today, Oct Sthat  x

4:12:00 PM.

Today is Wednesday, Oct 5th

4:12:03 PM

Employee Group

My Team

Employees

41 Records Found

Search

Employee Name




AR

Good Morning

Reset the
ADP Mobile

App

HELP NEW? GET STARTED PRIVACY

|
|
\ /

Allows the user to reset the ADP Mobile App.

Note: This is beneficial when the user is experiencing issues with the Mobile App
or recent updates have been made to their profile.




Tap your Profile Picture

Clock
End Work performed on Aug 26 at 3:56 PM

Recommended

@ Pay @ Clock Q Benefits

Things to Know

(7 What do you think of the new
mobile experience?
',) We value your opinion. Take a

minute to share your thoughts.

o)
(=11
People

Tap Settings

& Profile

B What's New
[J Feedback

8 Settings

[> SignOut

Tap Reset ADP Mobile

System
Notification Center
Language
Support

Help

FAQs
ADP Mobile

About

[ Reset ADP Mobile

Tap Reset ADP Mobile

Reset ADP Mobile

Reset ADP Mobile deletes cache data stored on
your device that helps improve the app’s
performance. If you still want to delete the stored
cache data and reset the app to your last update
or install, select Reset ADP Mobile. You will be
logged out of the app. During your next log in,
you may experience temporary performance

decrease.




Tap Yes to confirm

Are you sure you want to reset ADP
Mobile?

You will be logged out and the app will
reset. During your next log in, you may
temporarily experience decreased
performance.

Enter your credentials to
sign in

AP

Good Afternoon
User ID

User ID

@ save my user ID

Forgot user ID

Help New? Get started Privacy




Manager ADP E-Time Timecard Guide

Time & Attendance ﬂ?

Always Designing

Ti m e Ca rd S for People”

Timecard Approval needs to be completed by the Manager. Please find below Instructions on finalizing timecards, editing timecards
and viewing timecards in ADP Enhanced Time and Attendance

Finalize Timecards
Approve Timecards (FOr ADP WOrKfOrCE NOW ONLY) .....voiiiiiieiee ettt et eee et et e st e st e eteeeteeeteesteesbeestessaee et eenteestessteesreesnessseenseestessressrnnans 2
Remove an ApProval from @ TIMECAIT ............ccoeieeiiieiee et eee e ete et e e e st e e eteeeaeeeteesteeateeeteeetessseesateaseeabeeabeseseeeaeeenseanteeteeaseeeseesneesnsesnteereeses 5
Manager ADP E-Time Time card Guide
Y C=T = TV ==Y I T o USRS 6
o [0 1= T 0 Y2 21 57~ o | S PPN 7
Edit Employees’ Timecards

Enter Time in @ ProjeCt-VIEW TIMECAIT.........c.iiiiiiiiiii ittt et e et e et e e et e b e e bt e £ e e n e e Rt e be e e be e s aneeereeane e reenreenees 8
Enter Time in an Hourly=-VIeW TIMECAIT .................ccoccooiiiiie ettt e aeeee st e s te et e e eaesaeeae st e seeate s eaeateseeseeseene et ensatesteseeseesenneanans 9
YAV [o I T a0 = Tor=T o IR TN o YA USSP 10
VAT Mg g T=Tez= o B o] = OO UOSRURURRNE 11
LT e et U= = =1 = g 7= SRS 12

BT R 7= =) e B0 o = 13

Important: This time solution is used with many different products. Different instructions may be provided for the various products.

Copyright © 2023. This content is owned by ADP, Inc. or its licensors and is protected by U.S. and international copyright laws. All rights
reserved.




Timecards

Approve Timecards (For ADP Workforce Now ONLY)

Timecard approval is an indication of acceptance, and indicates that the edits are finished and the timecard is ready
for payroll processing. You can approve a timecard for the entire pay period, a specific date, or a range of dates. The
employee cannot make changes or additions for any dates a manager has already approved.

Starting Point: Manage My Employees

Step | Action
1 Select Approve Timecards - from the menu to the right of the screen
O —
Ex Gl Vs os om- v m- B B | e i
2 Confirm that the correct HyperFind query (Payroll Processing AYG-HOURLY) and time period are
selected in the respective fields. If changes are made, click Save.
8.3 My Employ PP i QX
Approve Timecards
Select People and Period
HyperFind Payroll Processing AYG-H... «
Time Period Previous Pay Period - I
Save
3 On the Hours Summary chevron, review the hours for the period.
Approve Timecards (1 o]
< Prev Select People and Period .2More  Next »
Hours Summary Loaded 2:04PM  Previous Pay Period v I AllHome v Edit
Ex qJik- Y & - Y o o
Person Name Person ID Regular 5= Overtime PTO Std Pay Totals
Perlod Hrs Up To Date
Swift, Taylor BDF097146N 400 120 20 0.0 v
Bast, Rax D 8DF0003248 400 1.0 20 0.0 v
Ball. Devod R 8DF0002058 375 20 0.0 v
Bess, Mercys BDF0364926 280 20 0.0 v
Wunn, Gragiru X B8DF0003102 10.0 20 0.0 v
4 Click Next.




Timecard

S
Step | Action
5 On the Reconcile Timecards chevron, confirm that all exceptions have been resolved.
Approve Timecards @ %
4 Prev 44 Hours Summary Approve Timeca 1More  Next »
Reconcile Timecard Loaded 2:09PM  Previous Pay Period » Iz AllHome - Edit
Ex Y | & - Vv - o [ o
Name - Unexcused Missed Punch Early In Late In Early Out Late Out Unsched Totals Up
Absence Hours To Date
Altirri, RocerdI C v
Ammatt, Shewn v
Baeslau, Kerl B v
Ball. Devod R £
6 Click Next.
7 On the Approve Timecards chevron, confirm that all employees have approved their timecards. Then,
select one or more employees whose timecards you want to approve.
Approve Timecards @ R
4 Prev « Reconcile Timecards C Edit Resuits pi Next »
Approve Timecards v~ I AllHome - Edit
Ex Qi YV & 08 me Vv e o >
Name - Employee Manager Unreviewed Unexcused Totals up-to-date Pay Rule
Approval Approval Exceptions Absence
Altirn, Rocerdl C v 0 v Salary
Ammatt. Shewn v 0 . g PR Meal Penaity
Baeslau, Kerl B v o v Hourly
Ball. Devod R v 0 v Hourly
Ball-Getas, Velaroa v o v Hourly
Selection options:
» Select all employees: Click Select All Rows.
» Select multiple employees: Press the Ctrl key and select individual employees.
» Select a group of employees: Select the first name in the list, press the Shift key, and then select
the last employee in the list. All employees between the first and last name will be selected.
8 Click Approval and select Approve Timecard.
Y v -
Name Emplnl Approve Timecard | S
Appr Remove Timecard Approval




Timecard

S

Step | Action
9 Click Yes to approve.
Approve Timecard
Note: Once you have approved a timecard, you or
the employee cannot make any edits to the ) Are you sure you want to Approve?
timecard, unless you remove the approval from the
. No Yes
timecard.
Name - Employee Manager Unreviewed Unexcused Totals up-to-date
Approval Approval Exceptions Absence
Altirri, Rocerdl C v 0 v
Ammatt, Shewn v o] v
Baeslau, Kerl B v o v
Ball, Devod R v 0 v
Approval Statuses
Symbol Definition
v Pay period approved or signed off.
1 One manager approved.
(Partial) Some days in the selected time period are missing an approval.
1 (Partial One manager has approved all days in selected time period. A second
i
(Partial) manager has only approved some days.
10 Click Next.
11 o-th Crann kbdit Rocultc far Annravuale chovran rvoviaowurth datallec and ctatiic of th arann-aodit
Approve Timecards (51 o3
«Prev 44  Reconcile Timecards Approve Timecards provals. Q\}a Done
GROUP EDIT RESULTS
Last Refreshed: 3/07/2019 4:29PM
==
Group Edit Date Time User Name Status Results
Approved 3/07/2019 4:25PM Jjcash COMPLETED Success:282
Time Period: Previous Pay Period Total: 282
Note: In the Results column, click Details for more information about any failed group edits.
12 Click Clear.
13 Click OK to clear the context and start a new timecard approval session.




Timecards

Remove an Approval from a Timecard

Removing an approval allows you to edit a timecard. For example, an employee may realize that his timecard contains
an error after you approved it. You can also remove an approval from the employee’s timecard.

Starting Point:

ADP Time &

Attendance Manage My Employees > Timecard Approval > Approve Timecards

ADP Workforce Now

Step | Action

remove the approval.

1 On the Approve Timecards chevron, select one or more employees for whose timecards you want to

3 Click Approval and select Remove
Timecard Approval.

Approve Timecards

EHA | [ S AN SRS

Name Emp! Approve Timecard

Apprcl Remove Timecard Approval I

Cotton, Patricia v 1
Sampson, Phillip v 1
Dunlap, Gerald v 1

4 Click Yes to remove the approval.

Remove Timecard Approval

\. Are you sure you want tc Remove Approval?

No Yes

5 Access and update the employees’ timecards and then approve the employees’ timecards.




Timecards

Enter a Missed Punch

If an employee missed a punch, you will need to fix the in or out

H .
Step | Action
1 Access the employee’s timecard.
2 Double-click the In or Out field with the missed punch.
Note: The field with the missing punch is solid red.
‘ Mcfariand. Michael v 4 1of1t p 820178 Loaded: 8:35
2 ©
Date Pay Code Amount In Transfer Out In
X Sun 2117
X  Mon2/18 = 9:00AM 5:00PM
X | Tue2m9 8:00AM -
3 Enter the appropriate time.

Click Save.




Timecards

Add a Comment
Comments provide more information about a punch or an
)y Step | Action
1 Access the employee’s timecard.
2 Right-click the appropriate field to add a comment. You can add a comment to the Amount field, the In field, or
the Out
field.
3 In the Pay Code Actions window or the Punch Actions window, click Comments.
Punch Actions
Dare: 2/18/2019
Time: 9:00AM
Rounded Time: 2/18/2019 9:00AM GMT-05:00
Override: In Punch
Time Zone: (GMT -05:00) Eastern Time (USA; Canada)
Exceptions: Late In
Last Edit Date: 2/212019
Y 4
4 Select the appropriate comment.
Comment
omments (0
x  Type a note (optional)
Add another note Add
Cancel 0K
Note: Your organization determines which comments are displayed.
5 To include a note, enter a note in the appropriate field and click Add. o .
6 Click OK. = 900AM W
Result: A comment indicator is displayed in the field.
7 Click Save.




Timecards

Edit Employees’ Timecards

You will need to make miscellaneous edits to your employees’
timecards.
Access an Employee’s Timecards from a QuickNav

QuickNavs allow you to view all of your assigned

employees. Starting Point: QuickNav

Step Action

1 If necessary, change the time period and HyperFind query.

2 Double-click an employee’s name with exceptions to access his or her timecard.

Reconcile Timecard ~ Loaded 2:21PM  Current Pay Period v I:  AllHome -

Ex jiF- YV Y- | 8- o [ | SN

m

Name - Unexcused Missed Early In Late In Early Out Late Out Unsched Totals Up
Absence Punch Hours To Date
Case. Margaret v
Cherry, Stephen
David, Gerald
Dillard, Kaitlyn
Ewing, Jonathon
Fulton, Jennifer
Healy. Paul
Jacobson. Phillip
Kiine, Patricla
Levy. Emilia v

Mccarty, Janene v

Mcfarland, Mich... v v

N R SRR SR Sl R A G S S S SR SR S

Riggs, Alison

15

Note: To select multiple employees, complete one of the selection options below and then click Go To and
select

Timecards.
Selection options:
» Select all employees: Click Select All Rows.

» Select multiple employees: Press the Ctrl key and select individual employees.
» Select a group of employees: Select the first name in the list, press the Shift key, and then select
the last employee in the list. All employees between the first and last name will be selected.




Timecards

Enter Time in a Project-View Timecard

Sometimes, you will enter or update time in your employees’ project-view

Step | Action
1 Locate the employee’s timecard.
2 Select the appropriate date column then enter the daily duration.
g Kiine, Patricla v 4 90of15 p 820186 Loaded: 9:05 AM  Current Pay Period « i 15 Employee(s) Selected -
® Vv (=] o B H
Pay Code Transfer Sun 2/10 Mon 2/11 Tue 2/12 Wed 2/13 Thu 2/14 Fri 2/115 Sat 2/16 Total
X | Hours Work 800 800 800 800 8:00 40:00
X Enter Pay ...
X Daily Total 8:00 8:00 8:00 8:00 8:00 40:00
Pay Code Transfer Sun 2117 Mon 2/18 Tue 2119 Wed 2/20 Thu 2/21 Fri 2/22 Sat2/23 Total
X | Hours Work 800 800 800 8:00 32:00
X <Enter Pay ..
X Daily Total 8:00 8:00 8:00 8:00 32:00
Note: Use a colon (:) to enter minutes. For example, enter 8:30 for eight hours and 30 minutes.
3 Repeat step 2 for each date, as appropriate.
4 Click Save.




Timecards

Enter Time in an Hourly-View Timecard

Sometimes, you will enter or update time in your employees’ hourly-view

=7
Step | Action
1 Locate the employee’s timecard.
2 For the appropriate date, click the In or Out field.
g\i Fulton, Jennifer v 4 60f15 p 820161 Loaded: ©:07 AM  Current Pay Period « It 15 Employee(s) Selected -
® v 8 o H =
Date Pay Code Amount In Transfer Out In Transfer Out Schedule Dally Period
+ | X Sun 2/17
+ | X Mon 2/18 8:00AM ‘ 12:00PM R 8:00AM. 4:00 4:.00
+ X Tue2t9 8:00AM 12:00PM 8:00AM... 400 8:00
+ | x Wed 2/20 8:00AM ? 12:00PM " 8:00AM.. 4:00 12:00
+ X Thu 2/21 8:00AM . 12:00PM Y 8:00AM... 4:00 16:00
+ | X Fri 2/22 : 8:00AM. 16:00
+ X Sat 2/23 16:00
3 Enter the correct time.
Note: You can enter time as 8a, 0800 (military time), or 8:00am.
4 Repeat steps 2 through 3 for each required in or out punch.
5 Click Save.




Timecards

Add Timecard a

Row
To add a new row in a timecard, for the appropriate
lick date
Date Pay Code Amount In Transfer Out In Transfer Out Schedule
+ Sun 2/24
+ Mon 2/25 8:00AM 5:00PM 8:00AM..
Tue 2/26 8:00AM 12:00PM 8:00AM...
+ Tue 2/26
+ Wed 2/27 8:00AM..
Delete Timecard Data in a
Row
To quickly delete data in a row, in the appropriate row. Then, confirm the deletion, if
lick necessary
Date Pay Code Amount In Transfer Out In Transfer Out Schedule
+ Sun 2/24
+ Mon 2/25 8:00AM 5:00PM 8:00AM..
+ Tue 2/26 8:00AM 12:00PM 8:00AM...
+ Wed 2/27 8:00AM...




Timecards

View Accrual Balances
At the bottom of the timecard, you can view how much time off your employees have

-l
q

Step | Action

1 Access the employee’s timecard.

2 If necessary, click the splitter bar at the bottom of the timecard.

Result: The Totals tab is displayed.

3 Click the Accruals tab.

4 View the employee’s accrual balances.
E:i Fulton, Jennifer ~ 4 6Gof1s p 820161 Loaded: 9:27 AM  Current Pay Period » It 15 Employee(s) Selected -

©® v = 'y =] H oS-
Date Pay Code Amount In Transfer Out In Transfer Out Schedule Dally Period
* X Sun 2117
* | X EMon2‘18 Vacation 800 8:00 8:00
+ X 8:00AM..
+ X Tue 2/19 8:00AM 12:00PM 8:00AM.. 4:00 12:00
* | X Wed 2/20 8:00AM 12:00PM 8:00AM.. 4:00 16:00
+ X Thu 2/21 800AM | Callback 8:00AM.. 16:00
* X Fri 2122 8:00AM... 16:00
+ X Sat 2/23 16:00
Totals Historical Corrections  Audits
Accrual Code Accrual Units Accrual Rep g Pe... Accrual Bal... Accrual Taken to Date Accrual Planned Takl... Accrual Pending Gra... Accrual Ending Balan...
Sick Hour Tue 1/01- Tue 12... 80:00 0:00 0:00 0:00 80:00
Vacation Hour Tue 1/01- Tue 12... 152:00 8:00 0:00 0:00 152:00
Note: Your accrual balances may vary based on the date you select in the Time Period field.




Timecards

Timecard Colors

The following table shows the meaning of the various timecard, field, and text

colors.
Color Meaning
Light orange Timecard is approved by the employee and not by the manager.
Yellow Timecard is approved by the manager and not by the employee.
Green Timecard is approved by both the employee and the manager.
Gray Timecard is signed off by an administrator.
Blue Totals fields are blue and cannot be edited.
Light blue Afield turns light blue when you point to it.
Darker blue Afield turns a darker blue when you select it.
Black Text is black for all events in the timecard that are not system-generated.
Light purple System-entered text that cannot be modified.
Dark purple System-entered text that can be modified.






