Instructions for Supervisor Approval
Please approve employee time by 6PM on Friday.

1.  Go to the TimeCard link on Andiamo! Group’s website (www.Andiamo-Group.com Find a Job / Temporary)
2.  In the Client Name or ID Field, type “AndiamoGroup” – this is case sensitive.  

3.  Click “Submit”
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4.  Enter your Username and Password (case sensitive—supervisors – your username is all CAPS) as given to you by your account manager.  If you do not have one, please call Jessica at 415.374.8020 to have a Username and Password set up for you.
5.  Click ‘Login”
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6.  Once your employees have entered time into their timecards, you will see a list of “Exceptions by Employee,” which means that there is time that has not been approved.  
[image: image3.png]€1Home - Microsoft Internet Explorer

Ele Edt View Favortes Toos Help

©-0 HRAG P*e| 3

 address

B[]
&

Ll Easse @

€] hitpss portal15.elabor.comjeL aborTime/supervisorSer vices/ELaborToday. asp?sld=47A01 4EBBFCD48358441B4DTFODL4F3F

[rcares veusscan -

Be

 Liks ] 411 2] 290655 - L2002 Overviw of Using Fiskd s Contols on Custom Forms ] Absokte Adventures - Calendar €] ADP at

ezLaborManager. sepvcse R

Welcome Test Client Poveresby 555

r  Home Group Labor | [ilj Schedules | & my Employees Reports Opfions Help Logout

Monday, May 09,2005 12:04 PM

inbox View Attendance Notification:
[No Attendance Notifications to report.

[Excej

ns by Employee

iow by Ty

Ermployees in Current Pay period.

[ About | Suagestions ]
Copyright ©2000-2005 Automatic Data Processing, Inc. All Rights Reserved.

Page ID: ><-§{ <, - 0510312005 1200

B ®mem






7.  Click on the “View by Type” button in the Exceptions list
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8.  Click on “Supervisor Approval Required”
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9.  You will see a list of all the time that still needs to be approved for the current pay period, sorted by employee name.  To approve this time, you may either check each box individually, or click on the box “Approve” at the top of the list in order to check all the boxes at once.  Then press “Submit”.
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10.  Click “Logout”
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