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Business Process Description 

Use this procedure to approve employee submitted timecards.  Employee submitted timecards are 
automatically routed to the employee’s timecard approver through a workflow hierarchy. 

The timecard approver has the capability to perform the following: 

 Approve a timecard 

 Correct a timecard for their employees 

 Reassign approval responsibilities on a temporary or permanent basis 

 Reject a timecard 

 Request more information  

An Approver has 72 hours to take action on a timecard notification that has been placed in their 

Worklist.  If the timecard action has not taken place, the request is automatically routed to the approver’s 
supervisor for them to take “approval” action. 

 

The Timecard Status Dashboard gives the Supervisor a quick review of the status of their Employee’s 

timecards.   The dashboard displays the status in a number format and the identical information in a 
visual pie chart format.   Once retrieved, the display can be expanded to view more details about the 
employee.  The timecard details can be generated into a PDF file format report, to be easily printed.   
The dashboard inquiry can be displayed for a single or multiple payroll periods.  

Trigger 

An employee timecard has been submitted and routed through the approval process workflow to an 
approver.   

Prerequisites 

 Approver must be designated in the employee’s HR record in the Supervisor field.  

 Approver must be a timecard approver in the DAI hierarchy approval workflow.  

 Employee’s hours are all linked to a Project, Task and Tour of Duty.   

Responsibilities 

 OTL Supervisor Approver – Agency 

Menu Path 

Use the following menu path(s) to begin this task: 

 Advanced Worklist 
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Approve a Timecard 

1. Start the task using the responsibility and menu path to open the Worklist: 

Responsibility: OTL Supervisor Approver – Agency 

Menu Path: Advanced Worklist 
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DAI Workflow: Notifications  

  

By default, the Worklist View displays all Open Notifications, including timecards submitted by 
employees or timekeepers that require approval.  If the view selection changes, click the Go button to update 

the screen display. 

2. Additional View options are:  
View Option Description 

All Notifications  View all notifications that have a status of: 

 Cancelled 

 Closed  

 Open 

FYI Notifications  This option will list the FYI Notification received.  Once each notification is 
opened and closed, it will be removed from the listing. 

Notifications from Me Notifications generated from the person logged in that has been sent to 
another user.   Once each FYI notification is opened and closed, it will be 
removed from the listing. 

Open Notifications Displays all Open requests needing to be processed. 
To Do Notifications  Displays all open requests by Timecard.    

 

3.  Click the box in the Select column for the notification which needs to be reviewed for approval.  

Note:  To select all boxes in the list click the Select All link; to unselect all boxes click the Select None 
link.  Select multiple boxes to view only those notifications in a set without returning to the Worklist 
screen. 

 

4. Click the Open button to view the Notification Details – Timecard screen. 

2 

3 

4 



Timecard Approver 

Defense Agencies Initiative     

 

 

 

WI_T&L_Timecard_Approver_July2015 

 

 5  
 

 

 

Notification Details – Timecard 

 
 
 
 
 
 
 
 
 
 
 
 

Note: This is a partial view of the window.  

5d 

5b 

5a 

5c 
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5. The Timecard Notifications window provides the approver with the following information required to 
make the approval decision on the employee’s timecard: 
 

a. Header Region: 

 From: Name of Employee or name of Timekeeper that created the timecard 

 To: Approver’s Name 

 Sent: Date of submission to the approver 

 Closed: Date timecard was processed (not displayed in this view of an unprocessed 

timecard) 

 Timecard Dates: The two-week pay-period for the timecard request 

 Description: Total hours with any premium or non-worked hours summarized 

 
Header Buttons:  

 Approve:  Approves the timecard as displayed 

 Reject:  Rejects the timecard as displayed, comments for rejection can be added 

 Reassign:   Assigns the approval process to another source selected by the current 
approver on a temporary or permanent basis  

 More Information Request:  Allows the Approver to request more information in a 
comment field about the timecard contents prior to approval.  The timecard moves to 
a Closed status until it is resubmitted by the employee requesting re-approval.  

 
b. Timecard Entries Region: 

 Timecard Lines: 
 Project 
 Task 
 Hours Type  
 EHO (Environmental/Hazard/Other) Code 
 As Appropriate per Graded or Ungraded timecard layout: 

 ND (Night Differential) Hour Indicator  (Graded) 

 Shift Code Override (Ungraded) 

 Last Hour Indicator (Ungraded) 
 

c. Timecard Hours by Date: Provides an overview of the two-week period of the timecard 

entries displaying hours by date by individual pay code lines and the daily total in the bottom 
field.   

d. Timecard Summary Totals: Displays the totals hours for the Timecard in the bottom right 

field, at the end and below the pay codes lines.  
 

Note:  R12 screens will have two timecard layouts depending on the employee’s status of Graded or 
Ungraded.   Each layout will contain only the pay code options that are appropriate to the Graded or 
Ungraded employee. 
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6. Click the Approve button, after reviewing the timecard entries for accuracy and completeness.  

 

7. After Approved, the timecard processor is returned to their Worklist screen, displaying all 

unprocessed open notifications.   
 
Note: Once approved, the notification message no longer appears in the Open Worklist, but may be 
viewed by querying All Notifications in the View dropdown list. 

 

8. Click the View drop down list on the Worklist screen, Scroll to select the All Notifications option to 
display all notifications in the Worklist. 

9. Click the Go button to display All Notifications by refreshing the screen. 

 

Result 

Congratulations!  You have successfully viewed and processed a timecard request for approval. 

9 

7 
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Edit Timecard as Approver 

1. Start the task using the responsibility and menu path to open the Worklist: 

Responsibility: OTL Supervisor Approver – Agency 

Menu Path: Time Entry 
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Time Entry: People in Hierarchy 

 

2. The People in Hierarchy screen displays the Approver’s list of employees that has been assigned to 

this timecard approver. 

Click the Action  icon in the Action column corresponding to an employee’s timecard to view the 

employee’s recent timecard submission.  

Note:  The Details  icon in the People in Hierarchy is not used in this view and will return an error 

message if selected. 

2 
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Recent Timecards 

  

3. The Recent Timecards form opens and displays the current state of employees’ timecard(s). 

Timecard Statuses: 

 Approved:  Timecard has been approved. 

 Rejected: Timecard is in rejected status and must be reviewed and resubmitted. 

 Submitted:  Timecard has been submitted to the Approver. 

 Working:  Timecard has been saved, but NOT submitted to the Approver. 

Timecard Columns: 

 Transfer To:  Displays the Alternate Approver if established  

 Period Starting: Displays the beginning day of the timecard’s pay period. 

 Period Ending: Displays the last day of the timecard’s pay period. 

 Recorded Hours: Displays the total number of hours submitted for the two week pay period. 

 Submission Date: Displays the date of the timecard submittal. 

 Update icon: Displays access to update the selected timecard. 

 Details icon: Displays a non-editable view of the selected timecard’s line item details. 

3 
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4. 

Click the Update  icon to open the Time Entry form to edit an employee’s timecard.   

The OTL Supervisor Approver may edit timecards on behalf of their employees. 

The name of the employee selected appears in the Time Entry header. 

a. To review the edits, click on the Details icon and the Review form will open displaying the 
timecard.  No edits can be made in this view.  

  

5. Enter the Project, Task and Hours Type in the additional row, then perform the edits in the daily hours 

section to make the timecard accurate. 

Example Timecard Edits: 

Project Entry:  Z4_SD30L_FY14 

Task Entry:  IC-00-FY14 

Hours Type Entry:  LC – Court Leave 

Monday, June 16: remove 8 hours from the first row and enter 8 hours in the Court Leave row.   

a.  Click the Continue button to save the changes and display the timecard attestation statement.  

5 

4 

4a 

5a 
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6. Check the box to confirm the attestation statement.  The Submit button will be grayed out until the 

attestation is confirmed.  

Note:  The * asterisk besides the check box indicates this action is required. 

 

7. Click the Submit button to resubmit the edited timecard back to the Approver. 

6 

7 
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8. The Confirmation screen displays showing the edited timecard was successfully submitted to the 

Approver.   

Click the Return to Hierarchy button to close out of the timecard.  

Result 

Congratulations!  You have successfully edited a timecard and processed the re-approval. 

8 
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Reject a Timecard 

1. Start the task using the responsibility and menu path to open the Worklist: 

Responsibility: OTL Supervisor Approver – Agency 

Menu Path: Advanced Worklist 

 

DAI Workflow: Notifications 

 

 

2. Click the box in the Select column for the Notification which needs reviewed. 

Note:  To select all boxes in the list click the Select All link; to unselect all boxes click the Select None 
link.  Select multiple boxes to view only those notifications in a set without returning to the Worklist 

screen. 

3. 
Click the Open  button to view the notification(s) selected. 

3 

2 
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Notification Details – Timecard 

 

 

4. Move the scrollbar on the Timecard screen to view additional details such as: 

 Timecard Entry details 

 Daily sections showing Previous and Current Submitted Entry details 

 Action History details 

5. Enter the rejection reason in the Response  Note text field at the bottom of the screen. 

6. 
Click the Reject button to reject the timecard and submit it back to the timecard submitter. 

Note:  The timecard is routed back to the employee for correction and resubmission.  The listing 
disappears from the approver’s Open Worklist.  The note entered into the Response Note field 

may be used as a means to communicate to the timecard submitter the reason for rejection and/or 
correction steps if known.  The status of the timecard changes to “Rejected”. 

Result  

Congratulations!  You have successfully rejected a timecard and provided a note as to the reason for the 

rejection. 

5 

4 
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More Information Request  

. Start the task using the responsibility and menu path to open the Worklist: 

Responsibility: OTL Supervisor Approver – Agency 

Menu Path: Advanced Worklist 

 

DAI Workflow: Notifications 

 

2. Click the box in the Select column for the Notification which needs reviewed. 

Note:  To select all boxes in the list click the Select All link; to unselect all boxes click the Select None 
link.  Select multiple boxes to view only those notifications in a set without returning to the Worklist 

screen. 

3. 
Click the Open button to view the notification(s) selected. 

3 

2 



Timecard Approver 

Defense Agencies Initiative     

 

 

 

WI_T&L_Timecard_Approver_July2015 

 

 17  
 

 

 

 

 

4. The Timecard screen opens.  The approver may scroll down using the scrollbar on the far right to view 

additional details.  If missing or incomplete information is required to make a decision, the approver 
may submit a request for more information.  

5. 

Click the More Information Request  button to open the Request 
Information screen. 

5 

4 
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Request Information 

 

6. Keep the Workflow Participant default option (original requestor) or click in the Request More 
Information From field drop down list and select an alternate Workflow Participant, if necessary and 
if additional options are available, OR continue to Step 7 to use the Any User functionality. 

 

7. Select the radio button Any User, do not change the default of All Employee and Users, and click 

on the search  icon to open the Search and Select: User or Role form. 

 

8. 
Enter “smith,” the employee’s Last Name, in the Search By field and click the GO button.  

Select the employee name using the Quick Select option to populate the name in the Request 
More Information from field. 

6 

7 7 7 
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9. Click the Submit button to activate the processing of the request for more information from the 
original requestor or the selected user. 

Note: After requesting more information for a notification, that notification does not appear in your 

Worklist as an open notification until the user you specified responds to your request.  

However, you may still review the notification while your request is pending by choosing to view 
‘Notifications From Me’ in your Worklist.  Then open the Notification Details page for the 
notification you selected. 

If the approver does not desire to wait any longer for the additional information requested, he/she may 
respond to the notification (approve/reject the timecard) using the Response section of the 
Notification Details page. The pending request for more information is thus canceled. 

 

10. 

Select the Notifications From Me option in the View dropdown list of values. Click the Go  
button to view the list of notifications. 

11. The list of notifications displays the More Information Requested Timecard… used in the training 

example. 

Result 

Congratulations!  You have successfully forwarded a request for additional information to the original 

requestor or to a selected individual. 

10 

9 
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Reassign a Timecard 

1. Start the task using the responsibility and menu path to open the Worklist:  

Responsibility: OTL Supervisor Approver – Agency 

Menu Path: Advanced Worklist 

 

DAI Workflow: Notifications 

 

2. Click the box in the Select column for the notification which needs to be reassigned for approval.  

Note:  To select all boxes in the list click the Select All link; to unselect all boxes click the Select 
None link.  Select multiple boxes to view only those notifications in a set without returning to the 
Worklist screen. 

3. 
Click the Open  button to view the notification(s) selected. 

3 

2 
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Timecard  

 

4. 
Click the Reassign  button to open the Reassign Notification screen to select an 

alternate approver and change the approval request to be routed to the new approver.  

Reassign Notification 

 

5. Select how this timecard will be reassigned: 

 Delegate your response – This option allows the alternate approver to respond on your 
behalf.  Though the alternate approver may respond on the original approver’s behalf, the 

original approver retains ownership of the notification. For example, a manager might 
delegate all vacation or sick leave scheduling approvals to an assistant. 

 Transfer notification ownership – This option gives the alternate approver complete 
ownership and responsibility for the notification. Use this option if the approver should not 

have received the notification and wants to send it to the correct recipient or to a different 
recipient for resolution.  A transfer may have the effect of changing the approval hierarchy for 
this notification. For example, a manager may transfer a notification from one project to 
another manager who now owns that project. 

4 

5 



Timecard Approver 

Defense Agencies Initiative     

 

 

 

WI_T&L_Timecard_Approver_July2015 

 

 22  
 

 

 

 

6. Enter the name of the employee. SMITH, CHRIS% (Last Name, First Name). To establish a new 

approver for the timecard.  If a partial name is entered, as in this example, a filter will display a list of 
values that match the criteria. Click the name link that matches to enter the new approver’s name. 

 

7. Enter comments in the Comment field to record the reason for reassigning the timecard to a new 

approver. 

8. Click the Submit button to complete the action.  The timecard no longer appears in your Open 
Worklist items, but instead appears in the alternate Approver’s Worklist. 

Result  

Congratulations! You have successfully reassigned a timecard to an alternate approver on a temporary 

or permanent basis. 

7 

6 

8 



Timecard Approver 

Defense Agencies Initiative     

 

 

 

WI_T&L_Timecard_Approver_July2015 

 

 23  
 

 

 

Timecard Status Dashboard  

1. Start the task using the responsibility and menu path to open the Worklist:  

Responsibility: OTL Supervisor Approver – Agency 

Menu Path: Timecard Status Dashboard  

 

 

 

2. Click the Timecard Status Dashboard link to start the inquiry process for the timecard status of each 

employee’s within the search parameters. 
  
Note: the Reporting Employee field defaults to “Directs” indicating the report will display the current 

Supervisor’s direct reports.  The other option is “All Employees under Directs”.   

2 
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Timecard Dashboard Inquiry 
 

 

3. Click the Show More link to expand the searchable parameters. 

 

 

4. Select the “DAI – Biweekly Starts Sunday option in the Recurring Payroll field.  Currently this is the 

only option being utilized by DAI.    

3 
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Timecard Dashboard Inquiry  
 

 
 

5. Click the Calendar icon beside the Timecard Payroll field to select the searchable payroll period.   
Or, enter a date range in the Start and End Dates fields for multiple payroll periods.  Utilize only one 

of these date options. 
 
Other Search Options:  
 
The Timecard Status Dashboard can be filtered on the following options:  
 

Search Options  Description 

Location  Allows the Supervisor to query for a particular Duty Station.  

Organization Allows the Supervisor to query the Employees for one organization.   
Note:  This will be the lowest level of Organization. 

 

5 
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6. Click the Go button after entering all the inquiry parameters. 

6 
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Timecard Dashboard Results 
 

 

7. Review the display; it will indicate what the overall timecard status is for all of the Supervisor’s Direct 
reports in a summary format.  

7 
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Timcard Status Results 
 

 

8. Click the number link in the Summary Totals row in the Total column.  The screen will expand to 

display a timecard status details for each employee.  
 
Additionally, a pie diagram will display showing the overall percentage for each existing timecard 
status pertaining to this Supervisor’s direct reports.  
 
The status options are:  
 

Status Description 

Not Entered The Employee’s timecard has not been created in DAI.  

Working 
The Employee’s timecard has been started either by; Self Entry, Automatic 
Timecard Generation or by an Approved Leave Request. 

Error 
The Employee’s timecard has an error and must be corrected before the timecard 
can be submitted to the Supervisor for approval.  

Submitted The Employee’s timecard is awaiting a Supervisor’s approval. 

Rejected 
The Employee’s timecard has been rejected by the Supervisor back to the 
employee with comments on the timecard issues for rejection. 

Approved The Employee’s timecard has been approved by the Supervisor. 

 
 
Note: Currently the Action icon will not allow the Supervisor to modify any timecard within the display.   

8 
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Timecard Dashboard Results – PDF Printable Format 
 

 

9. Click the Generate PDF Report button to create a printable PDF file on the timecard details of 

individual employees.  

 

 

10. The Timecard Status Summary PDF formatted file can be saved or printed.  The report advises the 

Supervisor the status of the Employee’s timecard as of the date and time in the top right corner. 

Result  

Congratulations! You have successfully utilized the Timecard Status Dashboard to review the status of 

all currently assigned Employees’ timecards.   In addition this timecard status information can be saved 
over into a formatted PDF file for printing.   
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