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Approve Timesheet

In this article:
e Review timesheet
e Approve timesheet

e Reject timesheet

After users submit their timesheets, the Administrator or Supervisor can view their timesheet and approve it
or reject it. Each action can be supported by a comment.

If the Timesheet is submitted or already approved it is not possible to edit its time. To view approved
Timesheets navigate to the Timesheet Approvals module and click on its status.

Review timesheet

To check the submitted timesheets navigate to the Timesheet Approvals module on the left side menu. Use a
date range filter and people picker to search the target timesheet. Optionally you can also use the Status filter
to get only submitted timesheets or also timesheets awaiting submission.

To view someone's timesheet click on the status next to the selected user and date, e.g Pending Approval.
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Period Total time Status Last action Approver

=
Mar 16,2023 64900 m about1 hour (&) Emity acmin

You'll see the list of time entries added by this user within the selected and submitted period.

Task

® Ongoing
Finances

@ Verification
Finances | Payroll

® New candidate - level 3
Recruitment - level 1/ Research - level 2

Total 6:49:00
08:00 - 16:00

Optionally you can click on the View full timesheet button to be redirected to the full TImesheet view of this
user.



View full timesheet

Approve timesheet

Approved timesheet will be closed and user won't be able to edit it or reopen it for editing.

If you want to approve a timesheet, navigate to the Timesheet Approvals tab on the left-side menu.
Step 1

Find the submitted timesheet and click on the status button e.g Pending Approval to openit.

Period Total time Status Last action Approver

=
Mar 16,2023 64900 m about1 hour (&) emity cmin

Step 2



At the bottom of the page, you will see a field called Approval message where you canoptionally leave a note
for the user.

Approval message

Let your employee know what is good or missing in their timesheets

«“—

Step 3

Next, click o the green Approve button.




The second easy way to approve a timesheet is to click on the small arrow next to the approval status and
select an Approve option. This way doesn't provide an option to lease a note.

Person Period Total time Status Last action Approver

(®) wis Mar 16, 2023 6:49:00 Pending Approval @ Emily Admin
i Approve *

—. Reject
Qi) Iris Mar 17,2023 0:00:00 Waiting for submission
Reopen

GR) Iris Mar 18, 2023 0:00:00 Waiting for submission

Optionally leave a comment on the approved timesheet. Note will be visible on the user's Timesheet in the
bottom right corner next to the Submit for approval button.

&) submit for Approval o

Comments to your timesheet

1€ Fri, Mar 24 t 1452 by Emily Admin
Please check your working hours here

Reject timesheet
Rejected timesheet will be opened and user will be able to edit it and submit it for approval again.
If you want to reject a timesheet, navigate to the Timesheet Approvals tab on the left-side menu.

Step 1



Find the submitted timesheet and click on the status button e.g Pending Approval to open the timesheet.

Period Total time Status Lost action Approver

e
Mar 16,2023 6:49.00 —W about 1 hour (n) emily Admin

Step 2

At the bottom of the page, you will see a field called Approval message where you canoptionally leave a note
for the user.

Approval message

Let your employee know what is good or missing in their timesheets

«—

Step 3

Next, click o the red Reject button.



Reopen

The second easy way to reject a timesheet is to click on the small arrow next to the approval status and select
the Reject option. This way doesn't provide an option to lease a note.

Person Period Total time: Status Last action Approver

Approve

Reject

—~
IR ) Iris Mar 17, 2023 10:00:00 Waiting for submission
Reopen

IR ) Iris Mar 18, 2023 Waiting for submission

Optionally leave a comment on the approved timesheet. Note will be visible on the user's Timesheet in the
bottom right corner next to the Submit for approval button.



(&) submit for Approval  ©

Comments to your timesheet

Fri, Mar 24 ot 14:52 by Emily Admin
Please check your working hours here




