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There are two user roles in the Penny timesheet entry system that are used for reviewing and approving 
timesheets: 

• Reviewer – a user configured as a reviewer can view, decline, modify and enter 
timesheets for those employees that have been assigned to them.  A reviewer’s role is 
to assist a manager by checking timesheets for accurate coding and completeness 
before manager approval. 

• Manager – a user configured as a manager can view, decline, modify and approve 
timesheets for those employees that have been assigned to them.  Approval by the 
manager submits the timesheet for payroll to process.  As a manager you are also 
responsible for approving or declining leave requests. 

What role you are assigned will display on the welcome screen when you sign in.   

 

 

 

Follow the instructions Penny Timesheet Entry – Employees found in the Training Library on 
Powerbox for further details on accessing Penny and entering timesheets. 
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http://powerbox/departments/infosystems/traininglibrarydocs/Penny%20Timesheet%20Entry_new.pdf
http://powerbox/departments/infosystems/traininglibrary.htm
http://powerbox/


Timesheet Processes 

Reviewing Timesheets 
As a reviewer it is your responsibility to check timesheets for accuracy and completeness for those 
employees assigned to you.  

1. Click on routines in the menu bar and select review timesheet. 

 

 

2.  All timesheets that have been submitted for your review will be listed in the Timesheets 
Currently Awaiting Review grid. 
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3. Double click on the timesheet you wish to review.  The timesheet will open in a new window. 

 

 

4. Review the timesheet and if correct, click ok to mark as reviewed and submit to the manager for 
approval.  If there is a problem with the timesheet, click decline.  A decline reason note box will 
open.  Enter your reason and click ok. 

 

 

The timesheet will be available for the employee to make changes as you’ve indicated and 
resubmit for review or approval. 
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Approving or Declining Timesheets 
As a manager it is your responsibility to approve your employees’ timesheets for payroll processing 
every 2 weeks. 

1. Click on routines in the menu bar and select approve timesheet. 

 

 

2. Timesheets available for approval will appear in the grid.  Timesheets that have been reviewed 
will be indicated as shown below.  As a manager you can approve timesheets whether they have 
been reviewed or not. 
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3. Double click on the timesheet you wish to approve.  Click approve to submit to payroll for 
processing.  If there is a problem with the timesheet click decline and enter a decline reason in 
the note box. 

 

 

Entering Time for another user 
As a reviewer and a manager you have the ability to enter timesheets for employees that have been 
assigned to you. 

1. Click on transactions in the menu bar and select timesheet. 
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2. Click the lookup to select an employee from a list of employees that have been assigned to you. 

 

 

3. Follow the instructions Penny Timesheet Entry – Employees found in the Training Library on 
Powerbox for further details on entering timesheets. 

 

Leave Request Processes 
As a manager it is your responsibility to manager your employees’ leave.   

Approving or Declining Leave Requests 
When an employee submits a leave request, you will receive an email notification. 

1. Login to Penny and click routines in the menu bar and select approve leave. 

 

2. All leave requests currently awaiting approval will be listed in the window.   
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3. Double click on a request to open it.   

 

To assist in managing leave you have 2 report options accessible from the leave request 
approval window:  View Employee Calendar and View Employee Banked. 

View Employee Calendar 
The Employee Calendar provides a month by month look at all leave approved for your 
employees.   
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View Employee Banked 

The Banked Time Report provides all hours available for each bank as well as any pending hours.   

The Pending column reflects what is actually saved to the timesheet, not necessarily what is 
approved.  If you approve 7.5 hours leave, the 7.5 hours is entered automatically into the 
employee’s timesheet and the Pending column on the Banked Time Report will show 7.5 
hours.   If the employee then only takes 5.5 hours and modifies their timesheet, the 5.5 hours 
will now show as Pending until the timesheet is exported to payroll when it then is accounted 
for in the Hrs Used in Current Yr column. 

 

 

4. To approve the leave request, click approve.  Approved leave is automatically entered into the 
employee’s timesheet.   
 
To decline the leave request, click decline and enter a decline reason in the note box.  
Employees will receive an email if a leave request is denied.  They can then review the decline 
reason, delete the request and submit a new one for your approval.  
 
 
 
 
 
 
 
 
 
 

December 2012 9  



Reports 

Missing Time Notice 
As a reviewer or as a manager, you can do a check for timesheets that have not yet been submitted for a 
particular pay period. 

1.  Click on routines in the menu bar and select missing time notice. 

 

 

2. Select a Pay Period Ending date.  Click display results.  All employees with no submitted time for 
the selected Pay Period Ending date will be displayed. 

 

 

Manager Summary 
The manager summary report, accessible by all managers, will display all your employees time along 
with the status of the time entered. 

1. Click on reports in the menu bar and select manager summary. 
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2. Select a pay period ending date.  The report will appear in the current window.  Click printable 
version button if you wish to print the report. 

 

 

Banked Time Report 
As a manger, in order to approve leave requests you need to see all hours available in an employees’ 
leave banks. 

1. Click on reports in the menu bar and select banked time report. 

 

 

 

 

 

 

 

 

December 2012 11  



2. Put a checkmark in the box for the employees you wish to view.  Or click the check all button at 
the bottom to easily check off all employees.  Click printable version. 

 

 

Leave Entry 
View all leave requests entered by employee. 

1. Select an employee id and a start and end date.  Click display results.   
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2. Click printable version to print off the report. 

 

 

Out of Office 
As a reviewer or manager, it is important to have someone else review or approve your employees’ time 
if you are going to be out of the office.  Penny gives you the ability to set an out of office indicator and 
assign an alternate reviewer or approver. 

1. Click on routines in the menu bar and select out of office. 

 

2. Select the start date and end date.  Click the magnifying glass to select a reviewer or manager to 
be your alternate.  Reviewers can only select other reviewers and managers can only select 
other managers as their alternates. 

 

3. Click save. 
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