eTime Manager Quick Reference Guide

Pre-Approval Checklist

Default Genie

o Verify employee approval. Employee approved timecards will have a level 1 approval in
the Approval Code column.

e Review Pay Period Hours and check worked hours vs. non-worked hours.

Reviewing All Timecards
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While in each timecard, review:
e Durations
e Accounting Units
e Non-Worked pay codes
e Comments
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Once the timecard is manager-approved, the Approval Level will change from 1 (employee

approval) to 3, and the employee will no longer have the ability perform edits to the approved time
records.



