
 

 

 

 

Time Tracking “How-To” Basics 

FOR APPROVERS 
 

 

 



Log in to Skyward Qmlativ  “Q” here  

Choose the “hamburger” tile 

Be sure you are in  

Administrative Access 

 

Choose Time Tracking 

Then Timesheet Week Approvals

  



Click Approve/Deny 

Review the individual  

employee’s time.  If accurate,  

click Approve 

If not, click Deny so the 

Employee can make corrections 

 

You may also click Resume Later 

to go back to the previous screen 


