
1 
 

MY TIME KEEPING FOR APPROVERS 

 
Access Time Keeping Approvals ....................................................................................................................................1 

Timecard Detail ...........................................................................................................................................................2 

Viewing a timecard ......................................................................................................................................................2 

Approve Time Keeping Requests ...............................................................................................................................2 

Payroll Support................................................................................................................................................................3 

 

Access Time Keeping Approvals 
 

1. Click on ‘My Approvals’ 
2. Click on ‘Team Time Keeping’ 

 
Alternatively access via Shortcuts ‘Team Time Keeping’ 
 

 

 

 

 

 

 

This will display: 

• A list of staff who report directly to you 
• Flex Balances at the start of the accounting period for the staff who report directly to you 
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Timecard Detail 
1. Click on the employee number for the relevant staff member 
2. The screen will show the records of the employees’ timecards including: 

• Open - current period for the employee who has not submitted the timecard. 
• Approved - Timecard already approved by the supervisor. 
• Rejected  - Timecard already rejected by the supervisor 
• Cancelled – Timecard cancelled by the employee prior to approving by the supervisor. 

 

 

 

 

 

 

 

 

  

Viewing a timecard 
1. Click on the date of the relevant accounting period to 

open the timecard 
2. The timecard will show: 

•  all the dates within the 4 week accounting period 
• the employees’ work hours, leave bookings, leave 

hours taken, Flex accrued and taken, and 
Estimated Flex Balance or Flex Carryover 

 
Note:  

• Those staff on standard hours will enter their hours of 
work and break times, however will not accrue flex 

• The maximum number of flex hours that may be 
carried forward to the next accounting period will be 
10, 28 or 35 hours depending on the work area/rule 
group. 

• The estimated Flex Balance will be updated once all 
leave bookings and the timecard are approved. The 
balance will then be finalised and adjusted in all 
screens once the system has validated the data 
overnight. 

 

Approve Time Keeping Requests 
1. Access the function for ‘Approve Requests’ 
2. From the list of Requests, navigate to the section for Time Keeping 

Note: if no Time Keeping section appears then no team members have submitted timecards for 
approval 
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3. Click on the Record ID and check the detail 
4. Click on ‘Approve’ or ‘Reject’ 
Note: 

• Please approve or reject all relevant leave bookings prior to approving/rejecting a timecard to ensure 
that there are no outstanding leave bookings on the timecard when it is approved. 

• When approving flex bookings, please check the timecards to ensure that sufficient flex balance is 
available and that the maximum number of flex days allowed per month has not been exceeded. 

• If a timecard is approved it will appear in the list in the employee record within the Team Time keeping 
screen. 

• If a timecard is rejected it will appear in the list in the employee record within 
• Team Time Keeping and will also return back to the employee. 

Payroll Support 
If you require further assistance please contact your Payroll Officer: 
https://intranet.uow.edu.au/personnel/staffservices/contacts/index.html 

 

https://intranet.uow.edu.au/personnel/staffservices/contacts/index.html
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