Online Time Approval



Online Time Approval

Time card available for approval - Messags (HTML)

Time approvers can approve time directly from Time card available for approval |

the email notification that is received when the [ T f
employee submits their time. This is the
easiestand most common method.

A tire card for John Doe-TEST has been subrritted for approvel.

Type Day Date worked Start End Break hrs Total hrs Motes
Reg Monday 5/18/2000 DE:10AM  04:55 PR 1n0 7az
Reg  Tuesday 5/19/2020  O7T554M OS0ZPPA OS5 8.67
Reg  Wednesday 5/20/2020 O0S02AM  0Z00PM  0.00 597

Add info@itsquest.com to your email contacts so e e e am o
notification emails are not automatically sorted ﬁ
into junk/spam folders.

Flease log In to review and approve the time card.
Login




Online Time Approval

If something is wrong or a closer look is needed,
the time approver will need to login to our online

portal. ITs STAFFING

First, go to https://igi.aviontego.com/portals. Your _ & .
local ITSQuest representative will have setup i
your username and a temporary password. If

you need a password reset, please contact your

local branch.

Once in, look for the Time Entry section.



Online Time Approval

This is the Time Entry Summary. Timesheets
from a four-week window can be viewed here.

Click Time Card Approval.

IS ¢ (e

STAFFING

Pasitian

Adminfoifice fsst

Pasition

Bdminfoffice Asst

St Total

Shift Total



Online Time Approval

& — L 64
From the Time Card Approval page, the ITSQUEST of (o @ (7
submission can be approved or click View Detail
to review the entry.

Timecards

llllllllll

AsSEnment 1D 1473 Emalaves:  Doe-TEST. Jodn
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= | T e Time Entry
=\

Summary

This is the Timecard Detail page. From here
submitted time can be adjusted, rejected, and

Time Card Approv

approved.

Empiyon Datail
Employee: Dae-TEST, Ishn
EmplayeelD: 112409
Dmepcord Dotes
Weeldy Summary
05112020 Enslrufmzn 05 /132020 ns,.'lamzni 05/15/2020 I os/06 2020 | 05/17/3020 i1 ial
TWPE| “manday | Tuecday | Wodnesday | Thuriday |  Friday | Saturday | Sunday |
Aep |8 5 4 o o o ] 0
Please enter the fime for emoloyes here
| | Break |
Apply|  Type | Date Worked Day i.ﬁodfm: End Time Hows | Totsl Mot
I | |
Ll |r=g 05/11/2020  |Manday IE'\}DAM lﬂopn | | 1og| [ c_"

O |eee 051272020 Tuesday  [sovam | [oaem | | toa] [ sa]| |

0 |rex 05/15/2020 | wednesday [10:00 ana] oo e 0.0 g

™ 057142020 Thursday [ i /[ oo] [ end
O [res 05/15/2020  |Friday | ][ Il nog| [ oo
[0 |ree 057162020  [Saturday | il 1| [ o] [ o]
O |ree osprrze swnswy [ | [ /[ oo [ oad
Additional ltems

s | swm | mwoe | R
Additional lems



Online Time Approval

When rejecting a submitted timesheet, a reason
for the rejection must be entered.

= Lﬂ Time Entry

Summary

Time Card Apnrova

Employes Detail

Eripaloyee: Dae-TEST, John
EmployeeiD: 112409
Timecard Oetasl

Weekly Summary

Type | 051172020 | 0573212020 | 0571372020 | 05/a9/2020 | vspasfanan | osgaeraonn | osjarfanee [
Y| Mondwy | Tuesisy | Wednesdng | Thursdey | Eridwy | Ssturdsy | Sundmy

Reg I8 4 o o o ]

Please enter the time for employee here

| | Hreak

appr,ci Type | Date Waorked Dy Start Time | End Time Haours Total Note

[ rex 03/11,/2020  Manday |g:c|n A !3.0: FK 4, .s.J-.j

[ 05/12/2000 [Tuesday  [z00Am || [Fooem | ([ vod | [ sod || |
[ |neg 05131020 |wiednesday [ioooam| | fronem || oo | saq | |
[ [nee 05/14/2020  Thirsday | ) 1| o] | —_oog || |
[ |nex 05/15/2020  [Frichy [ I /[ oo | [ oad || |
O [res 05/16/2020  Saburdoy | ]I || [ o] o |] |
[0 e 05/17/2020 | Sunday oo 'J.J\.J
Additional ttems

" s | swem | mwoe | R

Additional emns

Erter reason far reject:

Accived at 10:15 oo

Wednesday,

(Feject | Cancel ]
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Both the time approver and the employee will
receive an email stating that the time card was
rejected and who rejected it. The employee will
need to log in, make corrections, and resubmit.

TIME CARD REIECTED - Message (HTHILY

File Message Help @ Tell me what you want to do

M- = B | & % 2| 52 Makuwead B5~ M- B~ L orind | QO zeom | eee

TIME CARD REJECTED

info@itsguest.com D Reply | %
Ta Lubbock

Employes: Doa-TEST, John
Employes ID: 112409
Assignment ID; 51473
A time card was REJECTED by Josh Kirkpatrick

Please sign In to commect the rejacted time entry.

Type  Day Date worked  Start End Break hes Total brs Motes
Reg  Monday 5/11/2020  0B:D0AM  0S:00PM L0 B.00

Reg  Tussday 5/12/2000  09:004M  OE:0OFM  1DO0 .00

Reg  Wednesday 5/13/2020 10D0AM  DZIDOFM 000 4.00

Tatals 20.00

FLEASE DO NOT REPLY TO THIS EMAIL - If you require further assistance, please contact your local branch.
Thank you




