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Week 4   Pay Confirm by 
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Week 1 & 2 

 

 

 Managers can approve the timesheet prior to the final day. 

 Once a manager has approved a timesheet it locks out the employee and auditors. 

 Once the time sheet has been approved and processed by payroll, an Amendment would need to be completed to change prior pay 

period information.  Only a manager and auditor (must be approved by manager) can amend a timesheet.  


