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APPROVING/ DENYING TIME TRACKING 

Click on the tile on your Adminstrative Access 
(Menu/Time Tracking/Timesheet Week Approvals) 
 
 
You will see a list of all Timesheet Submissions waiting for your approval. Click on “Approve/Deny” 
 
 
 
 
 
 
 
 
 
 
 
 
You will see all of the Timesheet Details for that week 
Click “Approve” or “Deny” 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

If the manually edited 
box is checked it means 
they manually adding 
time instead of using 
clock IN/OUT buttons 

If has exceptions box is 
checked, you will need to 
review the message and fix if 
needed (refer Time Tracking 
Submitting Exceptions Tutorial) 

If manually edited the 
eye icon will show here 

If denying a Timesheet, 
a comment is required 


