
Timesheets (for Approvers) – Approve, Return or Decline 
Timesheets 
 

 
 

1. Click Dashboard 

 

   Please note: 

Submission and Approval Deadlines for timesheets and leave is now WEEKLY:  
Employees 
• Timesheets and leave requests must be submitted by Friday, 12:00 PM (official cut-off). 
• Employees working late Friday or over the weekend must submit timesheets by Monday, 8:00 am. 

Approvers 
• All timesheets and leave requests must be reviewed and approved by:  

o Friday, 3:00 PM for Friday submissions. 
o Monday, 10:00 AM for weekend submissions. 

Important 
• Late submissions or approvals will result in payment being delayed until the next pay cycle. 



2. Click My Tasks 
 

 
 

3. Click on Timesheet Approvals 

 
  



4. Within Timesheets, the following tabs are available: 

• Latest – Shows the most recent applications that you have not yet approved or declined. 
• Approved – Displays applications you have previously approved, which you can revisit for 

reference but cannot return to an employee. 
• Cancelled – Contains applications that have either been declined by you or deleted by the 

employee. Please note: Once a timesheet is approved, employees cannot cancel or change it. If 
needed, they must claim any missed days in the next available timesheet period using the Prior 
Period section. 

• Forwarded – Lists applications you have sent to another person in the workflow, depending on 
requirements. 

 
 

5. Select a timesheet to review 

 
  



6. At the bottom of the timesheet, you will see the following options: 

• Back – Return to the previous page without taking any action. 
• Return – Send the application back to the employee with a message (e.g., if you require them to 

attach a document or make a correction). 
• Forward* (will only show if there is more than one approver) – indicates you approve and 

forwards to next line of approval. 
• Approve (if you are the final approver) – Approve the application so it can be processed. 
• Decline – Fully decline the application.  You will have the opportunity to provide a reason why in 

the message box that will appear after you select Decline. 

 
Forward* 
Only the schools nominated Final Approver will have an Approve button, all other approvers will have 
“Back   Return   Forward” located on the bottom righthand corner - the selection of Forward is 
approval to move it to the next approver in the school’s workflow. 

 
 

7. Final Approval 

• Once the Final Approver clicks on Approve on the timesheet, the Processed Timesheet screen 
will appear.  The Final Approver must click on Approve in this screen to submit the timesheet for 
payment. 
 

 
  

Teacher, Theresa 



8. Return function 

• Use this function to return the timesheet to the employee to amend. 

 

• Type a message or instruction to inform the employee why the timesheet is being returned to 
them.  Click Return to return the timesheet to the employee. 

 
 



9. Decline function 

• Use this function to fully decline the timesheet.  You will have the opportunity to provide a reason 
why in the message box that will appear after you select Decline. 

• Type a message or instruction to inform the employee why the timesheet is being declined.  
Click Decline to fully decline the timesheet. 
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