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Employee Access - True Time: Approver 
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True Time: Dashboard Widgets 
 
1. Login to Skyward Employee Access 
2. Click Select Widgets 
3. Under Employee Widgets, check box next  

a. Time Off Awaiting My Approval 
b. Time Sheets Awaiting My Approval 
c. My Employee’s Time Off Per Week 
d. Time Sheets Awaiting Lower Approval 

4. Click Save 
5. True Time Current Status widget will now show on your Employee Access dashboard 

 
My Employees True Time allows Supervisors to review their employee’s True Time Data. 
 
1. Login to Employee 

Access 
2. Click True Time tab 
3. Under Supervisor 

Access, click My 
Employees True Time 
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4. A list of your employees will display 
5. Click the drop-down arrow next to View to change the way your data displays 
6. Click the drop-down arrow next to Filters to narrow your results to: 

a. Only Show Employees That Report Directly to me 
b. or Show All Employees Under Me 

7. Highlight Employee’s name and click the drop-down arrow to see employee details 

a. Current Status – employee’s current status such as Today’s hours, Week’s hours, OT 
hours, etc. 

b. Workweek Totals – employee’s workday entries 
c. Previous Time Sheets – employee’s previous time sheets from different periods. Click 

the Unsubmitted Time Sheets link to see any time sheets the employee has not 
submitted. Click the Time Sheet History to view historical time sheets. 
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d. Upcoming Scheduled Tracked Time – will not be used 
e. Exception Notes – Notes from employee to supervisor 
f. Workweek Schedule – employee’s schedule 
g. Adjustments to be Read – list of Adjustments the employee has requested to be made 

to their timesheets. Scroll to the right to mark Adjustments as read 
h. Adjustments History – list of historical adjustments. Click Adjustments link to see 

adjustments in a separate browse window. 
 
My Employee’s Totals by Status allows Supervisors to review their employee’s True Time data by 
Status (In, Lunch, Gone for the Day, etc.). 
 
1. Login to Employee 

Access 
2. Click True Time tab 
3. Under Supervisor 

Access, click My 
Employees Totals by 
Status 

4. A list of your 
employees will show 
and the hours they’ve 
worked 

5. Choose the Starting Workweek date to narrow down the totals for a specific week 
6. Click drop-down arrow next to Day of Week to view a particular day or the entire week 
7. Click the drop-down arrow next to Status Type to view 
8. Click Apply to initiate selections made 
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9. Highlight Employee’s name and click the drop-down arrow to see employee details 
10. Click Totals by Status Report button to run a customized report of your employees’ totals based 

on the Status Type selected 

 
My Employees Weekly Averages allows Supervisors to review their employees’ Weekly Averages. 
 
1. Login to Employee 

Access 
2. Click True Time tab 
3. Under Supervisor 

Access, click My 
Employees Weekly 
Averages 

4. A list of your 
employees will show 
and the Total Hours, 
Weeks Worked and 
Average Hours for Weeks Worked 

  



Employee Access 
True Time: Supervisor Access 
 

5 
 

5. Select the Starting Workweek and click Apply 
6. Sort columns by clicking on the column heading to see which employees are working the 

most/least hours 

7. Highlight Employee’s name and click the drop-down arrow to see a list of the employee’s time 
sheets per pay period 

8. Click View Timesheet link to see daily transactions 

 
Schedule Tracker allows Supervisors to review their employee’s True Time transactions to see 
employees that are starting before or after their scheduled start time and/or that are ending before 
or after their end time. 
 
1.  Login to Employee 

Access 
2. Click True Time tab 
3. Under Supervisor 

Access, click Schedule 
Tracker 
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4. Select the Workweek date and click Apply 
5. A list of your employees will show along with time worked Before Start, After Start, Before End 

and After End. 

 
My Employees Time Sheets: Unsubmitted allows Supervisors to review their employees’ 
Unsubmitted Timesheets.  
 
1. Login to Employee 

Access 
2. Click True Time tab 
3. Under Supervisor 

Access and My 
Employees Time 
Sheets, click 
Unsubmitted 

4. A list of your 
employees will display 

5. Click the drop-down arrow next to View to view employees By Name or By Org Chart 

6. Highlight Employee’s name and click the drop-down arrow to see a list of recently unsubmitted 
timesheets for the employee 
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7. Click the View/Submit Timesheet link to review/submit timesheet on behalf of your employee 

8. Click View All Unsubmitted Time Sheets for Selected Employee to see a list of All the 
employee’s Unsubmitted Time Sheets. 

9. Click View Time Sheet button to review the highlighted timesheet 
10. Click Submit Time Sheet button to submit a timesheet for your employee 

 
Unapproved Timesheets allows Supervisors to review and approve/deny their employees’ 
Unapproved Timesheets. 
 
1. Login to Employee 

Access 
2. Click True Time tab 
3. Under Supervisor 

Access and My 
Employees Time 
Sheets, click 
Unapproved 

4. A list of your 
employees with 
Unapproved 
Timesheets will show 
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5. Click the drop-down arrow next to View to change the way your data displays 
6. Click the drop-down arrow next to Filters to narrow your results to: 

a. All Unapproved 
b. Waiting for Higher Approval 
c. Waiting for Lower Approval 
d. Waiting for My Approval 

8. Highlight Employee’s name and click the drop-down arrow to see employee details 
a. Timesheet Information 
b. Workweek Totals 
c. Timesheet Detail 
d. Timesheet History 
e. Adjustments 

9. Click on the drop-down arrow next to each section to see further detail 
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10. Click the Date link in the Workweek Totals Section to View or Modify employee’s individual day 
transactions 

11. To Individually approve or deny, highlight the individual timesheet in the browse window and 

click on View/Approve/Deny Individual Timesheet 
 
12. The Period Summary, Daily Totals and Adjustments of the timesheet will show 
13. Click Approve to approve the timesheet 
14. Click Print if you need a hard copy for your records 
15. An Approve Timesheet window will open 
16. Click Approve or Deny and add any Notes applicable 
17. Click Save 
 

(see below for examples)  
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To Mass Approve timesheets click the Mass Approve Timesheets Waiting for My Approval 
18. Individually select each timesheet you wish to Approve or click Select All/Unselect All 

Displayed Timesheets buttons 

19. After timesheets are selected, click Mass Approve Timesheets Waiting For My Approval 
20. Optionally, click Print Selected Timesheets for a hard copy 
21. Note: Timesheets with notes attached can NOT be Mass Approved and will need to be 

Individually Approved 
22. You can now see a History of these in the Time Sheet History area under the employee’s name 
23. To Mass Print, click the Mass Print Timesheets button 

24. The next window will allow you to individually select employee’s names to be mass printed by 
clicking on the My Employees link 

25. Enter the Start and End Date 
26. Click Print 
 
My Employees Timesheets – History allows Supervisors to view their employees’ Historical 
timesheets. 
 
1. Login to Employee Access 



Employee Access 
True Time: Supervisor Access 
 

12 
 

2. Click True Time tab 
3. Under Supervisor 

Access and My 
Employees Time 
Sheets, click History 

4. A list of your 
Employee Historical 
Timesheets will show 

5. Click the drop-down 
arrow next to View to 
change the way your 
data displays 

6. Click the drop-down arrow next to Filters to narrow your results to Statuses 

7. Click the drop-down arrow next to highlighted employee to view details for:  
a. Timesheet Information 
b. Workweek Totals 
c. Timesheet Detail 
d. Timesheet History 
e. Adjustments 
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8. Click View Timesheet to see timesheet details 

 
 
 
 
 


