
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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Approve/Reject Timesheets

Click the Approve/Reject
Timesheets link

Once an employee has submitted a timesheet via the
MyPay Portal, you will receive an email that looks like this. 
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View submitted timesheets awaiting
approval in the MyPay Portal.

Apply a date range to filter displayed
timesheets.
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REVIEW / APPROVE Review the timesheets individually
by clicking Review/Approve
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Review the timesheets individually
by clicking Review/Approve
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Bulk Approve timesheet by selecting all and then
clicking Approve Selected Records



PROTECH | ONLINE TIMESHEET APPROVER GUIDE 7

Review Approved Timesheets
in the Approved tab
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