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This Job Aid walks you through the process of approving or rejecting timecard in GUS Cloud.  
This job aid can be used by Line Managers.  Line Managers should NOT approve or reject 
timecards through email.  Line Managers should approve or reject timecards through their 
worklist in GUS Cloud. 
 
 
To approve timecard through GUS Cloud. 

 
 

Step Action 

1. Click the Home icon at the top right of the screen to access the Gus Cloud 
Springboard. 

 

 

2. Click the Notification bell icon on the home page to access the notifications. 
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3. Select the More Details dropdown menu 

 

4. Select Human Capital Management. 

 

5. Click on the Time Card Approval Notice in your worklist window. 
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Step Action 

6. Review the information on the time card.  If it is correct select Approve. 

 

7. If it is not correct select Reject.  Comments do not currently work.  Line Managers will 
need to communicate to the employee why the timecard was rejected.   
 
 

 
 
 
*Line Managers will have to contact HRS if changes need to be made to a timecard after the line 
manager has approved it. 
 
 
 
 
 
 


