
 

How to . . . 

Submit and approve time sheets for a group of users 

Purpose This document explains how to submit and approve timesheets in batches.  

For example if you have a large number of employees who need their time 

sheets submitted and approved for them.      

 

 

1) In the Java Client go into Menu > Job Cost > Registration > Approve Time Sheets 

 

 

 

 

 



In the time sheets window do the following:  

1) Check the box “Show Lines” 

2) In the Date fields, enter the time range of the dates that you want to submit or approve time 

sheets for.  The Week/Year fields will populate based on the Date range you enter.  

3) In the company number field, enter the range of companies you want to display time sheets for.  

For better performance, you should just enter one company at a time.  For example, as you can 

see below I have entered company 100 to 100.  This will limit what displays in the table part to 

company 100 which will speed performance.  You can then do the same for your other 

companies.   

 

 

 

 

 

 

 

 



Next you can go into the Action menu and choose Mark for Submission (this marks all time sheets you 

see in the table part for submission).  Then choose Action > Submit Time Sheets (this submits all the 

time sheets you just marked for submission).  Now choose Action > Mark for Approval (this approves all 

the time sheets).  Now choose Action > Approve Time sheets (this approves the time sheet).   

 

Using these steps you can submit and approve time sheets in batches so the individual users will not 

have to.  If you try to submit and approve a split week time sheet that includes a weekday, you might 

get an error message that it can’t be submitted because the minimum # of hours have not been 

registered.  This simply means that because of the way the system was set up, you need to be sure that 

all users have 8 hours entered on weekdays.   

 

 


