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Overview of the MyApex Time Management System: 

Welcome! The MyApex Time Management system can be utilized to manage Apex resource 
time and expenses weekly.   

• Available uses for MyApex include: 

• Review and Approve contract resource time and expenses 

• Generate basic queries of time and expenses 

• Assign alternate time approvers 

Let’s get started! 

 

 

mailto:contractorcare@apexsystems.com


MyApex Time Management System: Client Guide 

Need help or have questions? 
Contact Contractor Care: 866-612-2739 • contractorcare@apexsystems.com 

MyApex Guide – Contract Employee – Page 4 

Registering for a New User ID and Password 

1. You will receive two (2) emails from Apex in order to set up your MyApex account. Click 
on Apex Registration Link found in the “Your MyApex Account” email.  

2. Utilize the one time pass code found in the “One-Time Passcode for your MyApex User 
Account” email.   
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3. Utilize the one time pass code found in the “One-Time Passcode for your MyApex User 
Account” email.   

 

4. Agree to Terms and Conditions 
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5. Set Email Preferences 

6. Create User ID and set Password as well as establish Secret Question.   
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Logging in  

Enter User ID and Password  

Reminders: 

• User ID was set up in Registration process 

• Can utilize the Forgot Password? link, if necessary 
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Homepage Navigation 

From the homepage, you will have the ability to: 

• Approve Time & Expenses for contract resources 

• Create, assign and Manage Alternate Approvers 

• View Reports related to time and expenses 

• Update Email Preferences including email approval option 

• Manage Account Information 

• Access the MyApex Online Approval Guide 

• View Announcements  
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Approve Time & Expenses 

To approve time and expenses, follow these steps: 

1. Click on the Approve Time & Expenses tile.  
2. You will enter the summary view for managing 

contract resource Time & Expense.   
3. Time can be approved within the summary view or 

through the timecard detail option.   

Option 1: Approve via Summary View  

The summary view will allow time approval for multiple resources over multiple weeks.   

 

• Use the Timecard Inquiry area to set your search parameters.   

• Can pull one or all consultants over a specific date range. 

• Use the Select check box to take approval action.   

• Click on Timecard Detail to access daily breakdown. 
 

 

 

 

 

 

 

 

Tip: Setting Filters 

The filters are designed to remember your preferences, so they will 
stick from one session to the next.  Set your filters broad to ensure the 
largest amount of data is visible, then narrow searches from there.  

mailto:contractorcare@apexsystems.com


MyApex Time Management System: Client Guide 

Need help or have questions? 
Contact Contractor Care: 866-612-2739 • contractorcare@apexsystems.com 

MyApex Guide – Contract Employee – Page 10 

Option 2: Approve by Day 

Select Timecard Detail to view, approve and/or override the daily breakdown of time and 
expense entry for a specific consultant.   

• Approve each day individually using the Client Approval drop-down boxes; or as a group 
using the Approve All button 

• If a discrepancy is found: Check the Override box and enter the correct number of hours 
to approve 

• Enter comments in the Comments box and check the Request Review box to send a 
note to the representative handling your contractor’s payroll. 

• Make sure to click the Save Changes button after completing an action in the detail 
screen. 

• Expense receipts can be reviewed by clicking the View Expense Receipts link 

 

For resources that are required to enter time to the minute, the Punch Detail can 
be selected to review the full breakdown of time entry.   
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Manage Alternate Approvers 
Click on the Manage Alternate Approvers tile.  

 

You will have two options from here: 

 

1. Assign Alternate Time Approvers to a 
resource(s) 

2. View/Unassign Alt Approvers to a resource(s) 

 

Assign an existing Alternate Time 
Approver using the drop-down menu 
and click Assign, or 

 

Add a new Alternate Time Approver 
by clicking on Add a new Time 
Approver and completing the form. 

 

 

 

 

A Time Approver ID will populate once the 
information is entered, and Assign is 
selected. 
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Once your alternate time approver has 
been selected or created, you will be 
redirected to a screen listing all 
available contract resources the 
alternate can be attached too.   

imply click the boxes next to the 
consultant’s name and click Save.   

 

 

 

Resources can be unassigned in a similar manner via the View/Uassign Alt Approver area.   
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Update Email Preferences 

Click on the Update Email Preferences tile.  

Will be able to select preferences for email receipt of: 

• Notify on consultant activity  

• Approve consultants timesheets 

Email Approval Option 

The email approval option will allow you to approve time straight from your Inbox! An email will 
be received upon submission of time.  If the time entered is accurate, the week can be approved 
via the Approve button on the bottom of the email.   

Note: Should the time entered require an update, the Override function within MyApex will 
need to be utilized.  
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View Reports 
Click on the View Reports tile. Will be able to run 
reports displaying hours per resource per week in 
various time approval status.   

Set search parameters by: 

• Data Range 

• Consultant 
o To search for a specific consultant, enter the 

Consultant ID 
o To search for all consultants, check the All Consultants box 

• Opt to include or exclude Projects and Activities 

• Select desired report format (PDF or Excel) 

• Click button for desired approval status (Approved, Unapproved, Historical) 
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