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Mobile Timecard Approval  

Login 
1. Go to the F&S Portal https://my.fs.illinois.edu/fsportal/portal/  
2. Click on Login 
3. Log in using your NetId and Password (this is your BlueStem/Nessie Login) 

 
4. Click on Mobile 

 
Note: You will be required to login to DUO if not already 
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Approve/Decline Timecards 
1. First Tab is for Mobile Timecard Management 

a. Click the “Pending Time Cards” date  

b. Enter a date  

c. Select a Date from the Calendar  

d. Scroll through dates, forwards and backwards, with arrows  

 
2. Select Submitted Timecard Data to Approve or Decline (see options a, b, c) 

a. Select Individual Timecards 

 

Timecard 
Queue 

Tab 

Click on a Pending Date 

Click on 
Calendar 

Enter 
Date Scroll 

with 
Arrows 

Select the time you 
want to 

Approve/Decline 
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b. Select All for an Employee 

 
 

c. Select All Timecards for All Employees 

 

Click to 
Select 

Timecard 
Data for 

one 
Employee 

Click “Check All” for all Unapproved Timecards Click “Select All” for all Unapproved Timecards 
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3. Click the or Button. 

Pending Time Cards 
If there are pending timecard for a shop that you are an approver for you will see the dates listed 

 
If you Hover Over the Date, it will tell you the Shops that have Pending Time Cards 

 
1. If you click on the Pending Date, it will change the Work Date Field 

 
2. You must select the Appropriate Shop in the drop-down list 

3. You MUST press the button 

Pending on  
These Dates 

Hover Over 
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