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HOW TO: Change Your Username/Password 

You were given a temporary password, but we recommend you change it the first time you log in. You can also change 
your username if you would like to.  

To log in, type in your username and password, and click the blue “Login” button. At the top of the screen, you will see 
several options. To change your username and password, click the words “My Setting”.  







 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



HOW TO: Verify Employees’ Timesheets 

At the end of each pay period, each employee and their supervisor both need to approve the hours the employee 
worked.  

When you log in with your username and password, there will be several options at the top of the screen. To verify your 
employees’ hours for each pay period, click on the word “Approve”. There will be a list of employees at your work 
location on the left side of the screen. Click the employee whose time sheet you want to verify. Make sure the dates are 
correct for the pay period - 




