
Approving Timesheets 
Action:  Managers
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Approving Timesheets 
This is the manager approval process of timesheets. 
This is expected to be completed by Wednesday each week.
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Type Review Time and select
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Add all info below and click OK
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You can choose any date of 
the time period.

Select all workers

Make sure this is selected



Review all columns, if correct, check boxes and 
approve
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Here is where you can see what time period you 
are approving. You can also change pay period 
you are viewing.

Ensure time is accurate for all boxes before selecting.

This will approve any employees that are selected



Yellow flag
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A yellow flag means 
there's an action that 
needs to be 
taken.  Hover over 
the yellow flag to see 
what the action is 
required.



Approving time- Review and select 
Done 

6/4/2024 7

This will take you back to the  
Review Time page. 

These are the people who have time 
approved.

These are the people whose time has 
not been approved.



Employee Missing Time
These are the steps for adding time if an employee is missing 
time on their timesheet.
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Employee is missing time on 
timesheet
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Select name of employee missing time.



Enter time for worker 
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You can see PTO 
balance here if 
needed

Enter time 
here



Calendar view will show
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Click 
anywhere in 
the  day you 
need to add 
time.



Fill out necessary information * 
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This will auto populate



Clocking will show in calendar view
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