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Timekeeper Absence Review 

This guide outlines the process to review employee absences. 

 

 

1. Select an employee by 
clicking on appropriate 
box to view absences 
OR 
Click on the Select All 
button to view all 
employees listed. 

 
2. Select the Continue 

button. 

 

 

 

 

3. Use the drop down menu 
to change the Review 
Status 
 

4. Select Reviewed if date, 
type of absence, and 
duration is correct 

 
NOTE: Selecting Reviewed 
will make the entry 
unavailable for changes by 
the employee. 

 
5. Select Needs Corr if the 

employee needs to fix the 
absence 
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NOTE: Selecting Needs Corr 
will notify the employee via 
email that the entry needs to 
be corrected. 
 
6. Select Entry Comments to 

review any comments that 
the employee has entered 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

7. If Review Status is 
changed to Needs Corr; 
select Add Comment to 
enter information on what 
needs to be corrected 

 
8. Enter comments such as 

“Change Date” or “Hours 
should be ___” 
 

9. Click on Save Comments 
button 
 

10. Select Return to Entry 
Page link 

 
 

 
11. Click Submit button 
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12. Click OK button to 
message 

 

 

 

13. If a correction was 
requested in Step 5, 
once the employee has 
corrected the hours, 
start back at Step 1 to 
review 

 


