
 
 

Getting Started Guide for Approvers 
 
1.   Login to the Online Time Sheet tool using the login instructions and password provided 
by SMI Technical via email. 
 
*It is important to take a moment to log into your account as soon as you are able to ensure that 

timesheets are approved in a timely fashion.* 
 

 
 
 
COMPANY – Name assigned by SMI Technical 
USER NAME – Your personal e‐mail address used for your user login 
PASSWORD – You will be sent an email (shown above) prompting you to change your 
password.  Change it to something that you won’t forget! 
 
 
2.   Once an employee has added time for your approval you will be sent a notification email 
letting you know that your employee has submitted hours for approval. 

 

 
 



 
 
 
 
3.   Follow the link in the email and you will be prompted to log in using the credentials 
provided to you.   
 

 
 
 
4.   Once you have logged in you will see all the time sheets that have been submitted and are 
awaiting your approval.   
 

 
 
 
Click ‘Approve’ to see a detail breakdown of each time sheet by week (If there are multiple 
submissions). 
 
 
5.   Select the week and employee (if applicable) that you wish to review for approval by 
clicking on it, or simply select all to approve at once. 
 



 

 
 
 
 
6. Once a time period is selected you will be prompted to review and approve the necessary 
dates. Review your record to ensure that all time that the employee has entered is accurate and 
correct.  

 

 
 
 
7. Once you have reviewed the time you have one of two options.  You can either approve 
the time that has been entered or dispute and reject the submitted time. Select your option and 
click the ‘Submit” button to the bottom right of the screen.  
 

 
 
 



 
8. If you are rejecting the time that has been entered you will be prompted to give a reason 
to the employee.  Please be as detailed as possible so the employee can make the necessary 
changes and re-submit their time for a given period.   
 

 
 

**Once the time sheet has been approved it will be sent to SMI Technical for payroll 
processing** 


