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IMPORTANT:  Supervisors are responsible for submitting all of their employee’s time sheets to payroll on a 
weekly basis (by Noon on Monday following the week of the time sheet).   
 
It is the supervisors responsibility to ensure an employee’s time sheet is accurate and correct prior to approving it. Supervisors 
can deny an employee’s time sheet in order for them to correct it. 
 
 

APPROVING/DENYING TIME 
SHEETS 
 
Go to Skyward > Employee 
Access  
 
Click on Time Sheets Awaiting 
My Approval 
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Highlight a time sheet and click 
the View/Approve/Deny 
Individual Time Sheet button. 
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Review the time sheet and click 
on either Approve or Deny 
 
Approving a time sheet 
automatically submits it to 
Payroll 
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If denying a time sheet: 
 
Write a note explaining why you 
are denying the time sheet and 
when the correction is due by 
(what does the employee need 
to fix). 
 
Click the Save button 
 
An email will automatically be 
sent to the employee instructing 
them to correct and resubmit 
their time sheet to their 
supervisor.   
 
Once the employee has made 
corrections to a denied time 
sheet and the employee has 
re-submitted that time sheet, it 
will come back to the supervisor 
to review and approve.  
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