
 

 

WolfTime Training Video Read Along:  

Supervisor WolfTime Tutorial: How to Approve Reported Time 

This video will explain how supervisors can approve reported time for their direct reports 
in WolfTime. This is Lyla. She's a supervisor at NC State. Lyla is a model supervisor, 
because she always approves her direct reports reported time in WolfTime correctly. 
Let's see how Lyla does it so that she can be an efficient and organized supervisor.  
 
Once you log into the My Pack portal, make sure you are on the HR System homepage, 
highlighted at the top. 

The tile My Employees' Time will provide the easiest path to manage and review 
timesheet information for direct reports. Click on the tile.
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A Time Sheet Summary page will open automatically on the approved Reported Time 
page.  

 
By default, the view by field will indicate you are reviewing all time before the date listed. 
This date will always default to the last Saturday. In this example, there are three 
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employees with unapproved hours. You can open the timesheet of an employee by 
clicking on the View Details or the employee's last name.  

 
Once the Employee Time Sheet opens, it will land on the oldest point in time, where the 
hours have not been approved The supervisor can review the hours that need approval. 
If there are no time sheet concerns or exceptions, the supervisor can either select all or 
individually select the dates they want to approve.  
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Then, click Approve. And you will notice the reported status will change to being 
approved.  
 
If the oldest unapproved time is several weeks before the current work week, Click Next 
period to move forward to the next week.  
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When you are ready to review the next employee time sheet, you can click on Next 
Employee to move on to the next person on the list.  

 
On this time sheet, you can see there are some exception alarms displayed, which 
means you will need to go investigate and resolve before you can improve the time. In 
this scenario, the employee forgot to clock out on 10/2, October 2nd. To resolve the 
exception alarm in this scenario, you will need to confirm with your employee the 
missing punch data and enter the out punch by clicking in the missing field.  
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Once the missing time is entered in the field, click Submit to update the employee's 
timesheet. 

Supervisors should add comments when modifying or updating unemployed timesheet 
by clicking on the comment bubble. 
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Add the appropriate comment and click OK to return to the timesheet page. Note that 
the exception alarm might take up to 24 hours to update even after you fixed the 
exception.  
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Now, you can select the dates that need approval and click Approve. 

Repeat this process to approve the time for all of your direct reports. If you discover 
unapproved time, that is outside of the 42-day grace period for a supervisor to approve 
or modify time, contact your division's timekeeping coordinator to resolve the timesheet.  
 
By using this process, Lyla can be a more proactive and attentive manager. By 
approving your employees' time the same way, you can too. 
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