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Approve Employee Timecard 

 
Approve employee timecards via email notification, bell notification, and Things to Finish 
 
Email Notification 
 

1. Manager receives email notification for employee’s timecard 
2. Review timecard detail and Approve or Reject 
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Bell Notification: 
 

1. Log into myHR 
2. Click the Bell Notification Icon 

 

 
 

3. Click the hyperlink to view timecard details 
 

 
 

4. View timecard information and approve or reject 
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Things to Finish 
 

1. log into myHR 
2. Scroll down to ‘Things to Finish’ 

 

 

 
 

3. Click the hyperlink to view timecard details 
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4. Review timecard and approve or reject 

 

 

 
 


