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Getting Started Guidefor Approvers

1. Login to the Online Time Sheet tool using the login instructions and password provided
by SMI Technical viaemail.

*|t isimportant to take a moment to log into your account as soon as you are able to ensure that
timesheets are approved in atimely fashion.*

SN searchMastersi:

Welcome to SearchMaster | Got startea | = |

COMPANY — Name assigned by SMI Technical

USER NAME — Y our 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.

SpringAhead Notification

Hello Thomas Approver,

Please expedite timecard approval - Tom Employee 7/30/2012

To login, please click this link: SpringAhead Login

Therese Porter
SMI

Copyright (c) 2012 Virtual Software Inc. dba SpringAhead Inc.



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

Login

St thomasapprover@searchmaste. | sesssssse

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

# Approval Company Reports Settings

Welcome Approver Adam

My Approval Summary

Timecards Pending My Approval

2

Approve »
Getting Started with Approvals ‘@
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Click *Approve’ to see adetail 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 onit, or smply select all to approve at once.



Timecards 1.-20f2

OO=| user Comments Approved Unapproved Total
[0 Week 30:Jul 23- Jul 29, 201 2
Employee, Bah o0.00 Hours Worked: 8.00 Hours Worked: £.00 % v

[0 Week 31: Jul 30 - Aug 05, 2012
Employee, Bob 0.00 Hours Worked: 45.00 Hours Worked: 45.00 ¥ -

Total: nan 53.00 53.00

1-2af2

6. Once atime 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.

Review Timecard

Bob Employes

Summary Finers

{ours 0773042 08:00am 073012 06:00pen  1.00 .00 @Pending Approrval

Subtatal:| 900
Jul3 ABC fows  O77A20600am 0731120500 1.00 200
Company ABCBobEme Worked
Subtatal:| 900
201 0 0 1 00pm 1,00 960
So— g
Subtatal:| 900
i
B 0 0 02112 08.00pm 1.0 960
ATy ABCE ]
Subtatal:| 900
usg 0 o 0 031 2 D600 1.00 260

# Chuck ltnm and Clase X

7. Once you have reviewed the time you have one of two options. Y ou 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.

1. Confirm Selection 2. Select Operation 3. Approve Selected

Time Selected 1072 | Approve £ | Az the companyiclients authorized representative, by my
Apprave approval | cedify that the information shown is correct and
_ Sl R e
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8. If you are regjecting the time that has been entered you will be prompted to give areason
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.

1. Confirm Selection 2. Select Operation 3. Approve Selected

Az the companylclients authorized representative, by my
approval | cerify that the informstion shown is correct and
Reason: any work was performed satistactorily.

Left early on August 4th- 5:30 pm

Tirme Selected 1 of 2 Reject e

Pouiered by Springahead (tm) About w83 (M1775)

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



