Approve Employee Time Cards in Paylocity - For Supervisors

Employee Time Card - Approving one employee at a time

1. Navigate to Time & Labor > Employee Time > Employee Time Card.
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2. Select the box to the left of the Date Header to select all days with time to approve.
OR

3. Select the box to the left of individual days to select only specific days to approve.

4. Save the approval.
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8] Date Pay Type Amount in Transfer out In Transfer out Reg ot or2 Unpaid  Est Meal PremsApp Meal Prems  EE App
Of Thu 10/16/2025 08:00 AM 09:00 AM 11:45 AM 12:45PM 2.00 hrs 0.00 hrs 0.00 hrs 0.00 hrs 0.00 hrs 0.00 hrs. 2
Of Frit017/2025 07:30 AM 09:00 AM 10:30 AM 12:00PM L
650hrs | 0.00hrs | 000hrs | 0.50hrs | 0.00 hrs 000 hrs
12:30 PM L 04:00 PM
Sat 10/18/2025 0.00hrs | 0.00hrs | 000hrs | 0.00hrs | 0.0 hrs 0.00 hrs
5un 10/19/2025 0.00hrs | 0.00hrs | 0.00hrs | 0.00hrs | 0.0 hrs 0.00 hrs
Mon 10/20/2025 08:00 AM 12:00PM L 01:00 PM L 04:00 PM 7.00 hrs 0.00 hrs 0.00 hrs 1.00 hrs 0.00 hrs 0.00 hrs
Tue 10/21/2025 08:00 AM 09:00 AM 1.00hrs | 0.00hrs | 0.00hrs | 0.00hrs | 0.00 hrs 0.00 hrs
Wed 10/22/2025 08:00 AM 09:00AM 06:45 PM 0915 PM 3.50hrs  0.00hrs | 000hrs | 0.00hrs | 0.00hrs 000 hrs
Of Thu 10/23/2025 08:00 AM 09:00 AM 11:30 AM 03:00 PM 4.50 hrs 0.00 hrs 0.00 hrs 0.00 hrs 0.00 hrs 0.00 hrs
L) Frito2422025 12:00 PM 04:00 PM 400hrs  0.00hrs | 000hrs | 0.00hrs | 0.00 hrs 0.00 hrs




Time Card Approvals Page — Approving multiple employees at a time

1. Navigate to Time & Labor > Employee Time > Time Card Approvals. The date range

defaults to the current pay period, unless changed the last time a user logged in.
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e Payroll Policy date ranges, employee groups or salary types.

3. Selectthe < symbol to view Time Card totals for the previous pay period.

4. Selectany column headerto sort from least to greatest or greatest to least.

e The system grays out Approve for Time Cards containing past period dates.

5. Select the box in the Approve header to approve all Time Cards listed on the page.

6. Selectthe boxin the Approve column for individual employee rows to approve

individual employee's Time Cards.

7. Select Save.
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