
    

 
 

1. Log in as a supervisor into the TimesheetX website. Scroll over the tab that is called 
‘TimesheetX’ and click on the link called ‘Timesheet X Employer Home (To Do Items)’.   

 

2. Once you are on this page you can now choose between the cost centers to look at your 
employee’s timesheets by using the drop down arrow (Note: The cost-centers are seperated by 
Student, Short-Term, Sub, and FWS workers, if you have all of these types in your department 
then you will need to look at each one of those cost centers). If you want to just have the cost 
centers of areas you supervise, you can simply click the ‘Only Show Timesheets I supervise’ 
bubble.  
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Approving Timesheets in TimesheetX as a Supervisor  



    

3. After those fields are entered, you will see all of your employees available timesheets for that 
current pay period, whether it has been started, started but not submitted, or submitted.  

 

 

4. Deliquent timesheets are timesheets which haven’t been started therefore will not have any 
hours on them. It could also mean that they have started their timesheet but have yet to submit 
it to your for your approval.  

 



    

 

5. Timesheets that you will be most concerned with are the Pending Approval timesheets. These 
are the timesheets that are awaiting to be approved so that it can move on to Payroll for 
processing.  

 

6. To have a quick view of the timesheet, you can scroll over the magnifying glass icon, and it will 
pop-up a window. You cannot approve timesheets with this tool.  

 

 

 



    

7. Once your timesheets have been fully reviewed by your designated Reviewer, and your 
Collector has emailed you that all departments are ready to be approved, simply click on the 
check box that says Select All/De-select All and at the top you hit the ‘Approve Timesheets’ 
icon.  

 

 

8. When you click on that icon it will take you to a different page with all of the timesheets you are 
trying to approve on one final list. Simply click the ‘Approve these timesheets’  and your 
timesheet will be sent to Payroll. This will make all of your employees timesheets in the Pending 
Approval area disapear, since they are now submitted to Payroll.  

 


