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TIMESHEET APPROVER GUIDE

This guide provides a simple, step-by-step overview of how to approve
timesheets in the MyPay Portal.

Field Employees submit their completed timesheets by 12 noon each Monday
at the end of each pay period. Once submitted, the timesheet is ready for
review and approval.

You'll receive an email notification when a timesheet is submitted, with a link
that takes you directly to the MyPay Portal to begin the approval process.

If you need any assistance, your Protech Account Manager is available to help.
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Once an employee has submitted a timesheet via the

MyPay Portal, you will receive an email that looks like this. Click the Approve/Reject
Timesheets link

Dear Keith,

Approve/Reject Timesheets

This is a notification that the following timesheet has been submitted for approval.

Timesheet: T5-0000020283
Start Date: 02/08/2021

End Date: 08/08/2021
Employee: Joshua Welsh

The cut off for timesheet approval is 12.00 noon Monday.

We asks that you please ensure the above timesheet is approved/rejected by t
prevent our employee’s pay being delayed.

Please click below to view and approve/reject all outstanding timeshe#fs for employees
who worked last week.

Approve/Reject Timesheets

If you require any assistance, please contact your Protech Personnel (NSW) Pty Ltd

Consultant or Payroll Team on mypay@protech.com.au.

Yours Sincerely,

Protech Personnel (NSW) Pty Ltd
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View submitted timesheets awaiting
approval in the MyPay Portal.

-)J Submitted Timesheets

)pr%rnegfg TimeSheet Approg

Timashaats

Submitted Approvied Rejected

' B e Apply a date range to filter displayed
timesheets.

Filter Records by Date Range Selected Records : O

4 Approve Selected Records

[[] Timeshest w | Employee “w | Assignment “ | Start Date w | End Date “w | Hours W

Srom To Date

Review
[l Ts-0000020283 Joshua Welsh PROLT_Downer EDI .. TESTDLT_Recomomy... 02-Aug-2021 0B-Aug-2021 . rd
Approve
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Review the timesheets individually
by clicking Review/Approve

/ REVIEW / APPROVE

)Pr%rscﬁjhp TimeSheet Approver

ﬁ Timeshaats

Submitted Approved Rejected

-}] Submitted Timesheets

Filter Records by Date Range Selected Records : O

Fram

Date \ . 1 Approve Selected Records

[[] Timesheet w | Employes d w | Assignment ' | Start Date w | End Date

[l Ts-0000020283 Joshua Welsh PROLT_Downer EDI ... TESTOLT_Reconomy.. 02-Aug-2021 08-Aug-2021
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Review the timesheets individually
by clicking Review/Approve

TS-0000020283

TESTDLT _Reconomy Labourer
PRODLT _Downer EDI Works Pty Ltd

Submitted

02 Aug 2021 - 08 Aug 2021
Total Hours: 66.00

Employes Notes )

ENTRY DATE START TIME END TIME BREAK MIN BREAK PAIDY NOTES FOR THIS ENTRY APPROVER NOTES

O2-Aug-2021 05:50:00 17:00:00 Z0D Mo

03=-Aug-2021 05:30:00 17:00:00

O&-aug-2021 05:30:00 17:00:00

05-Aug-2021 05:30:00 17:00:00

O6=Aug=-2021 05:30:00 17:00:00

O7-Aug-2021 05:30:00 17:00:00

O8-fug-2021 Q00000 Q00000

Rejection Commeant

‘ Please prowvide a reason before rejecting a record...
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Bulk Approve timesheet by selecting all and then
clicking Approve Selected Records

2 Approve Selected Records

TimeSheet Approver

i ﬂ Timeshaats '
|

Submitted Appro

-}j Submittgfd Timesheeats

Filter Recorgls by Date Range Selected Records : 1

From

Date _ —_— i Approve Selected Records
@ imesheet w ’ Employee Ly Client w | Assignment ' Start Date ~ | End Date L llnu%

|7| TS-0000020283 Joshua Welsh PRDLT _Downer EDI ... TESTDLT_Reconomy.. 02-Aug-2021 0B-Aug-2021 66 ri

Review /

ADprove
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Review Approved Timesheets Approved
in the Approved tab

- ‘
Submitted @ Do cd

v/ Approved Timesheets
Filter Records by Date Range
From — ‘ To

:::
Date ‘ Date

Timesheet v | Employee v | Assignment v | Start Date v | Reason
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