
APPROVE TIMESHEETS



Start at the TimesheetX Employer Home (To-Do Items)

If you are approving as a secondary supervisor make sure
you choose this option in order to see all students



STUDENT NAME

STUDENT NAME

 To see an individual student’s timesheet, click the magnifying glass

Confirm the student’s hours are correct, then click “approve”
If there is an error, choose “return” and include a note to the student.



To review several timesheets, hover over the magnifying glass
to preview each one for accuracy

Student Name

Then check each student and in the top right
drop-down choose “approve timesheets” then

“apply action”


