
How to approve time in TimesheetX 
1. Once you log into the system, hover below “TimesheetX” and click “TimesheetX 

Employer Home (To Do Items) as shown below: 
 

 

2. If you supervise more than one department, select cost center or choose “All Cost 
Centers”. Below that, you can select  “Pending Approval” timesheets– shown below: 
 

 



 
 
 

3. You can choose to approve timesheets in bulk as shown below and then click “Apply 
Action”:  

 
 
 

3a. If necessary,  you can view and edit individual timesheets entered before approving.  
 

- To view a student’s detailed timesheet, click the magnifying glass .   
 
- To contact a student with questions, click the email icon. 

 
 
 
 
 



 
 
 
 
Then you will see the student’s timesheet.  

 
 

4. If the reported hours are correct, click “Approve.” If the student submitted a timesheet 
with errors, or has additional time to report, you can click “return” to send the 
timesheet back to the student, or make corrections yourself. 

Addendum: Delinquent Timesheets  

 
 

Delinquent timesheets are timesheets from previous pay periods students have not submitted. 

You can remind students to submit their timesheets using the email icon to remind them, or 
can “dismiss” delinquent timesheets if you are certain that students have not worked during 
the delinquent pay period(s). 


