
ESS – Reviewing Employees Timecards

1. Select My Team to 
display your  employee
functions

2. Click Show More



3. Scroll down to the Time 
section.

4. Click Team Time Cards
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5. Filters will be available under the 
search bar.

6. Click Filter then make your 
adjustments

7. Click See Results
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8. Saving Filters, Click the 
Ribbon

9. Click Create a Search
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10. Name - Enter the 
filter name that 
you want to save

11. Save and Apply

12. The Filter will 
now be named 
and by the ribbon

13. You can add as 
many saved 
filters as needed
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14. Click the Period Start 
Date to open the 
timecard completely

15. To view the comments 
employees add click the 
first icon under person 
number
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16. To view the 
timecard quickly, Click 
Additional Statuses

This process does not 
show comments
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