
Online Manager Approval
(Timesheet & Expenses)
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Your Portal Dashboard will provide you
with a quick view of all Timesheets and
Expenses awaiting your approval. 
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Click on the number of timesheets awaiting
approval for a quick link to the Authorise
Timesheets Screen. 
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Alternatively, go to the Timesheets menu
bar and select "Authorise".

3/14

javascript:;


Click on the Timesheet ID link to view the
timesheet.
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Enter Purchase Order number (if
applicable).
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Enter any additional comments or
Rejection Reason.
Please note if you reject the timesheet a
Rejection reason is a mandatory
requirement.
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Click 'Authorise' if you have reviewed the
timesheet and agree with the time
claimed.  
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Click 'Reject' after you have provided a
Rejection Reason. 
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Once the timesheets have been actioned
(either accepted or rejected) - the
dashboard will automatically update to
remove the approved & rejected items. 
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Your InTime home page dashboard
contains a dashboard informing you of the
number of expense items that require
authorisation. Click the dashboard to view
the expense items
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Or, from the menu bar, click Expenses >
Authorise. 
If there are expense items awaiting
authorisation, the Authorise link is in bold
and the number of expense items awaiting
authorisation is displayed.
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Click the sheet ID to display the individual
items within that expense sheet for review.
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Select the Expense Claim(s) reviewed.
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Approve or Reject as required.
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You have completed this task.
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