
Approving	Clock	Hours	on	Calipso	
	

1.	Login	to	Calipso	using	your	ASHA	number	and	password	

2.	Under	“view”	you	will	see	“___#	of	clockhour	forms	pending	approval”.	Click	on	this.		
	

	
	
3.	Find	the	clock	hours	you	wish	to	approve	and	click	“View/Edit”.		
	

	
	
4.	Scroll	to	the	bottom	of	the	page.	You	will	see	the	total	number	of	hours	entered.		
You	must	enter	what	%	of	supervision	was	provided	for	these	hours.		**Must	exceed	25%	
for	the	areas	there	are	hours!*			
Then	select	“Yes”	from	the	dropdown	to	indicate	supervisor	approval.	Select	“Save”	
	

	
	
5.	If	you	have	more	hours	to	approve,	click	“HOME”	and	repeat	this	process	for	each	set	of	
hours	that	need	approval.	


