PAYROLL/TIMESHEET APPROVAL PROCESS

A. Loginto myWings.
B. Go to the employee self service link.
C. Click on timesheet.
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Time sheet
Reguest Time Off

Benefits and Deductions
Update or view your retirerment plans, Health insurance information, Flex spending sccounts, miscellaneous deductions; Change your beneficiary information; Access open
enrallment,

Pay Information

View your Direct Deposit breakdown; View your Earnings and Dedudtions History; View your Pay Stubs,
Tax Farms

Change W-4 information; YWiew your W-2 Form or T4 Form.

Current and Past Jobs

Time Off Current Balances and History
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D. This will bring up all the timesheets that you are the approver.
E. Select the timesheet you wish to approve and select timesheet.
F. After reviewing the hours you will select the option to approve.

In the event that you have a question about the timesheet, you can return the timesheet with
comments.



