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Timecard Approval

Dimensions will require all teammates to approve their own timecard. This is to be done at the end of the pay 

period and can be complete even after the pay period has been closed. When clocking in the first shift of a new 

pay period the system will remind the associate to sign off on their timecard and give them an opportunity to 

review and approve it then. 

Navigate to the timecard

Teammates can navigate to their timecard by following three methods: 

1. When punching at the timeclock, a message will be prompted to 

review timecard. Click Yes if you would like to review timecard 

upon punch in.

2. From the Dimensions Home Screen, within the My Timecard tile, 

click the       button to View My Timecard or click the Main Menu  

icon in the top left corner, Main Menu > My Information > My 

Timecard. 

Note: It is NOT recommend selecting Yes when 

punching at the timeclock during peek hours of shift 

change. Please select No and Approve your timecard 

via the Mobile App or Desktop Web Application. 

Selecting No will still allow the in-punch to be 

accepted.

a) Once within the Timecard, review the timecard for 

accuracy. If there are missing punches, follow the 

Submitting Timecard Corrections for Manager Approval 

Job Aid.

b) After reviewing, select Approve to approve your timecard. 

Note: It is NOT recommended to submit a 

Correction after the timecard has been Signed Off 

on. This indicates the manager has already 

approved the timecard and may not review again 

prior to payroll being submitted. It is instead 

recommended to contact the manager or 

timekeeper directly.
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c) The timecard will change color based on approval status:

d) If the manager or timekeeper makes an edit after the teammate has approved, a notification will 

be sent to the teammate and the timecard will highlight the day of the edit. The teammate can 

approve a second time or address the edit with their timekeeper or manager.

Timecard approved by employee but not by manager

Timecard approved by manager but not by employee

Timecard approved by both employee and manager

Timecard has been signed off


