Timesheet Approval App
Quick Guide




Timesheet Approval App: Overview

Under Reports, you can view

To Review will show you a list of timesheets to Missing Timesheets (by date
review. You can also toggle to Reviewed to see range), Absence Quotas, and
timesheets that were already handled. Submitted Timesheets (by date

range and approval status).
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Timesheet Approval App: Views
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Timesheet Approval App: Approving and Declining Time

You can Decline or Approve the
You can contact the employee via email or timesheet for the entire week.

send a notification to submit outstanding hours
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Timesheet Approval App: Missing Timesheet

You can confirm that no hours
were worked for the week by
selecting No work duties.

You can contact the employee via email or
send a notification to submit outstanding hours

/

MIT Atlas / o X
/ 4 You can add time on the R

Hsay-Ryl Dalw E ] employee’s behalf by

Support clicking the +icon. 4+

Summary view { X No work duties

The default entry is 8 hours.
Jul 31 - Aug 06, 2023 Ohrs

Mon 31

222 Mon 31 Tue 1 Wed 2 Thu 3 Fri 4 Sats Sun 6 o

Ee e
E] Work
¥ 8 hrs
@ Administrative Assistant
]
=
me
Hours not Hours not Hours not Hours not Hours not Hours not Hours not
o submitted submitted submitted submitted submitted submitted submitted
a
2]
You can edit the entry by
m [ clicking on the time tile (see
=+ 27 =+ o+ =+ 27 2 next page for more details)
N Y,




Timesheet Approval App: Adding and Editing Time

After adding the default 8-hour entry, you can make any necessary edits.
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Timesheet Approval App: Cost distribution

To change the cost distribution from the Summary view, click the edit icon. [&
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