
OFFICE TIMESHEETS MANAGER 
GUIDE



OFFICE TIMESHEET PORTAL

 Log In using the password provided in the Welcome Email



MANAGE EMPLOYEE

 Click the Manager Button:

 Only the employees that you manage will appear



VIEW TIMESHEETS

 Click on the Employee Name

 Click on the Timesheet  to View All Hours



APPROVE OR REJECT

 You can either Approve the hours or Reject them

 Approved Hours

 Rejected Hours 

 Click the OK 



APPROVE

 Employee will receive an email similar to this to inform them that their timesheet has been Approved



REJECTED

 Employee will receive an email similar to this to inform them that their timesheet has been Rejected



RESUBMITTED

 The employee will fix any errors and resubmit their timesheet

 Resubmitted


	Office Timesheets manager Guide
		Office timesheet portal
			Manage Employee
			view timesheets
			approve or reject
				Approve
				rejected
			resubmitted

