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Approving Timesheets

Review and approve employee timesheets.

Pay Period End Tasks:

o Check for outstanding time off
Requests
Check for outstanding time sheet © Time
change requests

e Approve the Timesheet(s)

& My Team

Dashboard
Timesheeis
Team> Timesheets> Pending Approval

Timesheet Views

All Timesheets

Pending Approval
By Pay Period
Viewing & Approve an Individual Timesheet:

CGument

All Open

Select the Pencil icon to review an individual timesheet:

« Timesheets (Pending Approval) /
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Viewing & Approving Multiple Timesheets:

If you have multiple timesheets to review, this view makes it easier to move from one timesheet to the
next.




To view multiple timesheets click the box at the top to select all available timesheets. Then click View

Time > Timesheets
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Permission = Approval State - Employee Id - First Name Last Name - Raw Hours = # Unapproved Time Entries

& Approve 1542 Iy Marguette
&  Approve Muktar Mohamed

& Approve Non-Exempt Office & Scribe/UR TestTLM
Management

This will open up the first timesheet and allow you to Approve or Reject

Approve or Reject for further review from the employee:

When you are ready to move to the next timecard, click the black arrow to move to the next available
timesheet.
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