To Create Timecards on Behalf of Your Crew/Staff
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Please log in at the following URL: http://approvers.revolutiones.com/
N.B. It will help to bookmark this page.

After you log in and select your main project,

Click on “Create a New Timecard” from the upper right part of the screen (see figure below)
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Ensure that the pay period is correct.
It should be pre-set to the next week so you may need to go back one week.

In the Employee field, type in a name of the person whose timecard you are creating (see below). If there
are multiple matches, select the appropriate employee.
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If this is the first timecard for this employee, please enter in times. You may enter in things like “8” for
8am. For 2PM, you may enter in “2p” or “14” (military time). For times with minutes, you can type in
“0830” or “8.5” for 8:30am. You can also click “Copy Previous Week” if this is not the first timecard.
Please note that for your exempt employees, it will look like nothing changed as exempt people do not
need to put in times. That’s OK.

Once the times and other info are fine, click on “Calc & Save”

If everything looks right, please click on “Finalize.”
This step is important because you will not be able to approve this card until you finalize it.

If you want to create more timecards, click on “New” and repeat steps 6—8; otherwise, click on “Close”

10) When all the timecards are completed, remember to select all of them and click “Normal Approval.” You

can then go to the “Open Timecards” or “History” tabs to see where the process is. You may click on
“Send to Revolution” to bypass any further approvers by your team. You will still receive a payroll edit
to approve.



