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1: As the timecard approver for your facility, you will receive an email from noreply@salesforce.com with the subject 
line – Action Required: Timecard Approval Request. This email will contain a link to the approval portal.

OVERVIEW:

Our timecard approval process is designed to be user friendly and fast! Follow the below instructions to get started! If you 
have any issues, please reach out to your Client Management contact. 

Link to Portal

2: When you click the link, you will be asked to enter an OTP (One Time Password). Click the OTP request and watch 
for another email with your verification code. Then enter the verification code and click, verify.
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3: This takes you to your Approval Screen in the portal where you can review and approve / dispute timecards. To 
view the details of a Provider timecard, click the expand arrow to the left of the Provider name. 

4: There are several options to Approve or Dispute Timecards:  1. Individually | 2. Selecting All | 3. As groups. Select 
the option that meets your needs best. 
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Click to see 
timecard details
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5: Review the timecards then Approve or Dispute. If there are disputes, be sure to put a note. Then Submit.

Note for disputes

NOTE: In the event of a disputed timecard, our team will take action to resolve 
the issue and resend the updated timecard for approval. 
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