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Step Action 

5. Click the Done button. 

 

6. The Team Time page is displayed for the selected employee(s). 
    
Select the appropriate employee from the Name/Time field.  

 

7. The Weekly Timesheet for the selected employee is displayed.  
 
To navigate between the week(s) in the pay period, use the appropriate arrow in 
the Week field.  

 

8. Note: Scroll if needed to view additional information. 
 
From the Manage Approvals field, choose the appropriate date(s) from the 
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