When logged into Paycor, hover over the Employees menu. A drop down should appear with "View Time Dashboard" at the top.
Click on "View Time Dashboard". There are custom filters on the dashboard as well as a Previous Pay Period button and a Current Pay period
button. In the custom filters box, click on "Paygroups" and select Student Workers.

To approve the past 2 weeks, you will want to click on "Previous Pay Period". You should now be able to see the total # of hours each of your students
have worked. If there are any Critical Errors or Missed Punches, these must be corrected before you or your student can submit their time card.

Time Dashboard

These must be fixed by the Supervisor before the

On this screen you will be able to see here when

student or supervisor can approve the timecard. Red is a your student has approved their time card. (this is
critical error, blue clock means a missed punch request my view so once I see both the students name and

and must be approved.

is non-critical and does the supervisor's name, I can then process).

not have to be approved in order for the timecard to be

submitted....

however, I strongly recommend viewing it.
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OTODAY O WEEKLY @ PAY PERIOD

Previous Pay Period Current Pay Period

Pay Period: 01/11/2021 - 01/24/2021

Last Updated: 8:11 AM 01/25/2021

289 Total Time Cards

Employee Name ¥

Abbee , Meghan
Acord , Karlie
Alestra , Madisan
Anderson , Karmen
Anderson , Jessica
Anderson , Elizabett
Anheuser , Jenna

@93 w/ Critical Exceptions

226928

235274

211344

271221
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220128

246487
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40.5500

03.7833

17.0667

024833

10.0167

02.6167

21.3500

24 wy/ Non-Critical Exceptions

oT Total

40.5500

03.7833

17.0667

02.4833

10.0167

21.3500

Exceptions | Restricteld Punches xport Hours

‘ < Export Attestations
@90 w/ Missed Punch Requests B0 w/ Time Off Requests
Outstanding ltems Restrictions  Agprovals Actions

Time
| cards
7\ with
o/ fniave 7| Critical
' Madison Alestra + Approve Errors
 David Cruse cannot
be
<—=|approved
until
" Shawn Skelly + Approve b fixed.
+ Approve b
+ Approve v
Click on an exception to correct. m -

This will take you directly to your
students timecard to view the error.
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