


• If you are an approver for more than one department, select “New 
Department” at the bottom of the time sheet. Choose another department and 
click on Select to bring up your employees in this department. Continue the 
approval process until all your employees’ submitted time sheets have been 
approved. 

• All time sheets whether they are original submissions or corrected submissions 
must be approved before 6:00 on Monday.  

If you have questions call Sam x2929 or Wendy x2558 


