
 (Supervisors of Non-Exempt Employees) 

 Non-Exempt Pay Period Approval Genie 

 

For proof that you have approved a timecard, check 
the timecard itself, and look for certification of 

approval below the word, “TIMECARD”. 
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Missed 

Punches must 

be cleared 

before 

timecards can 

be approved. 

Click twice on 

the Missed 

Punch column 

heading to 

move all 

missed 

punches to the 

top of the 

employee list. 

Then select the 

employees 

with missed 

punches, and 

click the 

Timecard 

Quicklink to 

view and 

correct their 

timecards . 

This 

column 

will have 

check 

marks for 

each 

employee 

who has 

approved 

his/her 

timecard. 

If you see 

timecards 

without 

approvals, 

that may 

indicate 

the 

employee 

has not 

reviewed 

his/her 

timecard. 

Check 

these 

timecards 

before 

approving 

them. 

This NEW 

column is 

reserved for 

employees 

with 

multiple 

friendly 

names. 

It will 

display a 

check mark 

(indicates at 

least one 

supervisor 

has 

approved), 

a blank 

space 

(means the 

timecard 

has not 

been 

approved), 

or an “n/a” 

(means the 

employee 

has only 

one 

supervisor; 

approval 

will be 

displayed in 

the 

following 

column). 

 

This NEW 

column is 

reserved 

for 

employees 

with only 

one 

friendly 

name. 

It will 

display the 

number “1” 

for each 

employee 

who has 

been 

approved 

by a 

supervisor. 

(It might 

have the 

number “2” 

if it has also 

been 

approved 

by a 

delegate.)  

A blank 

space 

means no 

supervisor 

has 

approved. 

 

 

* 
* 

REG Hours are hours worked. 

Review these hours. 
Review total hours. 

Review Overtime 
and Comp Time. 

Review hours assigned 
to Pay Codes. 

Pay Codes not on the Genie are reflected here. 


