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Employees: Timesheet completed
                  and Request approval

Supervisors: Approval

Admins: Lock



Classification

Employees

Supervisors

Admins

Work Details Mail Image

Complete it based on the message in the timesheet

Approve requests

Check the approval status of timesheets and follow up with each employee

Send a reminder email for timesheets the day after the deadline
*Can also be sent manually.

Requests requiring your approval

1. Completion of the timesheet



Classification

Employees

Supervisors

Admins

Work Details Mail Image

Request timesheet

Check the approval status of timesheets and follow up with each employee

Send reminder emails with admin privileges

2. Request and Approval of Timesheets

Timesheet approval Requests requiring your approval

None



Classification

Employees

Supervisors

Admins

Work Details Mail Image

None

Lock approved timesheets

2. Request and Approval of Timesheets

Timesheet approval Requests requiring your approval

None

NoneNone

Send a lock completion email to the vendor

3. Timesheet Lock
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