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Quick Start Guide
To approve a long or short shift, please follow the following steps: 
For Approving a Long or Short Shift

1 | Continued on next page

2. When the calendar displays, select the date of the Pay Period you 
     are looking for.

3. Click the Done button at the bottom of the calendar. 
4. For a faster way, click on the left or right arrows to navigate Pay Periods.  
     Note this is limited to two Pay Periods.
5. Click the Edit      icon under the Action column.
6.  You can then view the days within the selected Pay Period. 

The timesheet page display starts on the current Pay Period. If you need to 
see a different period, you can find the timesheet that you want by following 
the instructions below:

1. Click on the dates in the Pay Period box to see a calendar and find the 
period you want.

Step 1 - Find the Shift to Approve1

Note: The “Legend” at the 
bottom of the box tells you what 
each colored date means.
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Open the timesheet and look for the orange triangle to view and approve 
any long or short shifts. 

Note: A long or short shift is commonly an error. Remember, the shift can 
always be adjusted before approving. Just click on these dots to adjust the 
shift before approving.

Step 2 - Open the Timesheet2
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To approve the shift, click on the Approve button.

Step 3 - Click Approve3

A reminder will pop-up on the screen asking if you are sure that you want 
to approve a short shift (less than 15 min) or long shift (over 24 hours). 

Click the Confirm Approval button. 

Step 4 - Approve Shift Message4

This shift is less than 15 minutes. Are you sure you want to approve?

This shift is greater than 24 hours. Are you sure you want to approve?

OR:
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The shift is now approved.

Step 5 - Shift is Approved5

You can now approve a long or short shift using the EVV Portal.




