
Add, Edit or Delete a Time Entry

1 Find the employee you want2
Use the �lters to make it faster.

Click the + button at the top right 

of the Approve Hours screen. Fill out the information in the screen that appears and 

click the Save button.

Select Approve Hours

Only a Manager or Administrator has access to Approve Hours which 

allows you to add, edit or delete time entries.

Add a Time Entry

Delete a Time Entry

1 Click the trashcan icon
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Edit a Time Entry

1 Click the pencil icon Fill out the information in the screen that appears and 

click the Save button.


