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Employee WebClock -Approving own time
�ƒ After navigating to Dashboard > View > Hours, review hours and job codes, check the “E” button and confirm
�ƒ





















Manager -Approve employee time
�ƒ Check period is set to “Open Weeks” and then select “Update”

�ƒ Review hours and job codes, check the “M” button and select “Apply Changes”
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The second time segment cannot be approved 
because the employee has not yet approved
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