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How to Approve Workforce Time-off Requests & Time Sheets 
 

Workforce is where employees can view hours worked for extra duties, allotment 
balances, and absences requested through Workforce or Absence Management.  
 
***Only accessible from U-46 district grounds*** 
 
**All time off requests and exceptions for the processing week should be adjusted and 
approved before you move on to approve the timesheets.   
 
 
 
Dashboard 
 
On the right side of your screen, you will see your exceptions for hourly time and the 
time off requests that are pending for your employees. 
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Time Off Requests  
 
When you approve time off requests, you are acknowledging the absence of your 
employee whether they are scheduling a vacation or personal day or they are out sick.  
This process should be done on a weekly basis, and is due by the end of business 
each Wednesday. 
 
Select the employee listed under Time Off Requests to approve time off. 
 

 
 
By clicking on the employee name, the approval screen will appear, and you can 
approve or reject the request. 
 

 
 



Page 3 of 8 
 

Exceptions  
 
Exceptions occur when you have hourly employees or employees that do any hourly 
work and they have a missing punch.  You will see an exception for any employee that 
has a missing punch or an error on their timesheet.   
 
 

 
 
 
You can select their name from the exception box and their timesheet will appear.  In 
the example below, there is a red pin on the date with the issue.  Additionally, there is 
an exception tab at the bottom of the page.  This tab will also indicate the problem.     
 
Payroll sends weekly emails to employees requesting the missing information 
regarding their hours worked.  These exceptions will need to be corrected before the 
timesheet can be approved. 
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Approve Time Sheets  
 
When you approve timesheets for your employees, you are validating that the 
employee worked.   
 
Select the “Approve Time Sheets” option to approve timesheets for your employees.  
Be certain you are approving time for the previous week that ended and not current 
time. 
 
 

 
 
 
To approve timesheets, you should click on the Manager Approval check box and a 
green check mark will appear.   
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If there are exceptions on the timesheets, the exception column will say “Yes” and from 
there you can click on the employee to view their timesheet and make any updates 
before your approval. 
 
 
 

 
 
 
Once you approve your timesheets, select “save approvals”. 
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Manage Delegations  
 
You would use this delegation when you are going to be on vacation or unavailable to 
approve your timesheets.  When you set this up, you are giving your approval rights to 
another employee. 
 
Select Manage Delegations 
 

 
 
Select Delegate Authority, then select Search to view your delegation options. 
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To delegate your employees, select the check box next to your name and update the 
effective date range for the time of the delegation and select the Next button. 
 
 

 
 
Enter the employee id or name of the employee that you wish to delegate your 
approval rights and their information will appear on the screen.  Select their name and 
the delegation of approvals will be in place for the period of time requested.   
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If you wish to modify your delegation request, select the View/Revoke My Delegations 
and select the search button to view all delegations assigned.  From this screen, you 
may revoke a delegation by selecting the Revoke option. 
 

 
 

     
 
 
 
 
 

 
 
 
 
 
 
 


