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SUBMITTING TIME TRACKING 

Click on “Unsubmitted Timesheet Weeks” in Employee Access 
(Menu/Time Tracking/Unsubmitted Timesheet Weeks)  
 
Click on the triangle and “Open Row Details” to view details for that weeks timesheet 
 
 
 
 
 
 
 
 
 
 
After reviewing, click on “Unsubmitted Timesheets” to go back to the approval screen 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Click on “Review & Submit” and then the preview will pop up  
Click “Submit Timesheet” 
 
 
 
 
 
 
 
 
 
 
 
Your timesheet has been submitted for approval 

If you need to make changes you have 
to go back to Clock In/Out, find the 
date that needs to be changed and 
click “Edit” 


