
Approving Timesheets & Leave Reports 
 

This guide instructs on the approval process for designated approvers and proxies for Web Time Entry Timesheets and Web Leave Reports. 

 

Accessing Timesheets & Leave Reports 
 

1. Within Raiderlink/Webraider, select Employee. You may also select Payroll & Tax.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



2. Select My Timesheet, My Leave Report, or Employee Dashboard.  

 

 

 

 

 

 

 

 

 

 

 

Accessing via My Timesheet and My Leave Report 

 



Accessing via My Dashboard 

 

 

 

 

 

 

 

 

 

  



3. Next, you will see the Approval Menu. Within the Approval Menu, “All Status except Not Started” is selected by default. Below the Approval Menu, a bar 
graph displays total timesheets or leave reports that you may access, separated by status.   

 
Approval Menu 



4. The menu may be adjusted as desired to focus on timesheets/leave reports that fall within specific criteria. Note: If the status is changed and you 
attempt to search for an employee by name or R#, the search will only yield results if the selected status matches the current status of the employee’s 
timesheet/leave report.  
 

 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 

 
 
 
 
 

Viewing Timesheets & Leave Reports 
 

1. To view (preview) an individual timesheet/leave report, you may click anywhere on the horizontal field of employee name, ID (R#), Organization, or 
Hours/Units. 

Status Descriptions 
 
Pending – Timesheet/Leave Report has been submitted and is awaiting approval. 
Pending – In the Queue – Timesheet/Leave Report is awaiting first level approval.  
Pending – Approved – Timesheet/Leave Report is awaiting second level approval.  
In Progress – Timesheet/Leave Report has been started. 
Returned – Timesheet/Leave Report was not approved and has been returned to the employee for changes. 
Error – Timesheet/Leave Report has errors that must be corrected prior to approval.  
Approved – Timesheet/Leave Report has been approved and is awaiting acceptance by Payroll. 
Not Started – Timesheet/Leave Report has not been started.   
Completed – Timesheet/Leave Report has been accepted by Payroll.   
 



2. You may also click on the vertical ellipses located to the right and select Preview.  

 
 

3. Leave balances, comments, timesheet/leave report warnings, and assigned approvers are also available for viewing. 
 

Leave Balances (Vacation, Sick, Holiday Comp, Comp) 

 
 
 
 
 
 
 
 

 
 
 
 



Warnings 

 
 
 
 

 
 

Comments 
 

 
 
 
 
 

 
 

 
Approvers 

 
 
 
 
 

 
 
 
 



4. After selecting the timesheet/leave report, you will be taken to the Detail Summary. The Detail Summary displays all time or leave reported, and 
messages on a single page.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 



5. At the bottom of the Detail Summary, selecting Details allows you to view the timesheet/leave report as an employee sees it when they enter data.   
 
 
 
 
 
 
 
 

 
 

Details 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



6. At the bottom of the Detail Summary, selecting Return takes you back to the Approval Menu. Note: This does not return the timesheet/leave report for 
correction.  

 
 
 
 
 
 
 
 

 
 

Approval Menu 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Approving Timesheets & Leave Reports 
 
 

1. There are two ways to approve timesheets and leave reports.  First, you may approve each timesheet/leave report individually (one at a time). Second, 
you may perform a group approval. Only timesheets/leave reports that have a status of “Pending”, “Pending – Approved”, and “Pending – In the Queue” 
may be approved.  

 
 

Individual Approval 
 
Within the Approval Menu, select the timesheet/leave report you wish to approve. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 



 
 

Add comments if desired. If the time/leave reported is accurate, select Approve. The timesheet or leave report will route to Payroll for processing. If a second 
level approver is designated, the timesheet/leave report will route to the second level approver for approval before routing to Payroll.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Group Approval 
 
Timesheets and leave reports must be reviewed prior to performing a group approval. In this example, there are two timesheets that will be reviewed 
individually, then approved simultaneously. Select the first timesheet/leave report you wish to review.  

 
 
Add comments if desired. If the time/leave reported is accurate, select Return.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Select the next timesheet/leave report you wish to review. 

 
 
Add comments if desired. If the time/leave reported is accurate, select Return.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Repeat this process until all timesheets or leave reports you wish to approve are reviewed.  
 



Select the timesheets/leave reports you wish to approve by adding a checkmark in the box located to the left of each employee’s timesheet/leave report. You 
may add checkmarks individually or add a checkmark for all the pending timesheets/leave reports by clicking the box next to the Pending heading. When you 
have made your selection(s), and the time/leave reported is accurate, click Approve/Acknowledge. The timesheets or leave reports will be routed to Payroll for 
processing. If a second level approver is designated, the timesheets or leave reports will route to the second level approver for approval before routing to 
Payroll.  
 

 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Returning Timesheets & Leave Reports 
 
 

1. Returning a timesheet/leave report allows an employee to adjust time or leave reported, when errors are found during your review. Timesheets/leave 
reports may be returned to an employee by a first or second level approver. Only return a timesheet/leave report when the employee is available to 
adjust their time/leave reported by the deadline.  

 
Within “Pending”, “Pending – Approved”, or “Pending – In the Queue”, select the timesheet/leave report you wish to return.  

 
 
 
 
 
 
 
 

 
2. Add a comment explaining why the timesheet/leave report is being returned. Then select Return for correction.   

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



3. Select Return to go back to the Approval Menu.  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

4. The timesheet/leave report will now appear in “Returned” status. The employee may perform edits.  
 
 
 
 
 
 
 
 
 
 

 



Editing Timesheets & Leave Reports 
 
 

1. Editing a timesheet/leave report allows an Approver to adjust time or leave reported. This is necessary when errors are found during your Approval 
review, and the employee is not available to adjust their time or leave. Only edit a timesheet/leave report when the employee is not available to adjust 
their time or leave reported by the deadline.  

The “change record option” is not available in Banner 9. To edit the timesheet/leave report, from within the “Pending”, “Pending – Approved”, or 
“Pending – In the Queue” status menu, select the timesheet/leave report you wish to edit.  

 
 
 
 
 
 
 

 

2. From the Detail Summary page, select Details.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 



3. Select the day you wish to make an adjustment to. The details of what time/leave are saved for that day will then appear. 
 

 
 

4. You may then select the Edit (pencil) or Delete (minus) icons. Selecting Delete allows you to delete the earn code and hours selected. Selecting Edit 
allows you to adjust the hours, but it will not allow you to change the earn code. If you wish to change the earn code entered, you must delete what was 
entered, then add the desired earn code.  

 



5. To enter time/leave, select the day you wish to make an entry for. Select the earn code you wish to report on the day selected. Then enter the number 
of hours. Hours must be entered in quarter hour increments. Round time up or down as necessary.  

 
 
 
 
 
 
 

 

 

 

 
 
 
 
 
 
 
 
 

 

6. For additional instructions on how to adjust time/leave, please refer to the employee Web Time Entry/Web Leave Reporting guides available on the 
Payroll & Tax Services website. 

 
 
 
 
 
 
 
 

 

https://www.depts.ttu.edu/payroll/payroll-areas/time-and-leave/banner9-guides.php


7. When you have finished your adjustments, select Save. Then select Preview to go back to the Detail Summary.  

 

 

 

 

 

 
 
 
 
 
 
 
 
 

 

 
8. Add a comment explaining why the timesheet/leave report was edited. When you are finished, and the timesheet/leave report now meets your 

approval, select Approve. The timesheet/leave report will route to Payroll for processing.  If a second level approver is designated, the timesheet/leave 
report will route to the second level approver for approval before routing to Payroll.   
 

 
 
 
 
 
 
 
 
 
 

 



Recalling Timesheets & Leave Reports 
 
 

1. If there are changes that need to be made to a timesheet/leave report that has been approved, an Approver may recall the timesheet/leave report. 
Recall is permitted in certain conditions.   
 
First, a timesheet/leave report may be recalled when the approval deadline has not passed, and the timesheet/leave report does not reflect the status of 
Complete. 
 
With timesheets, when first and second level Approvers are designated, the first level Approver may recall the timesheet from the second level 
Approver. The second level Approver may recall the timesheet from Payroll. When only one Approver is designated, the Approver may recall the 
timesheet from Payroll. 
 
With leave reports, when first and second level Approvers are designated, the first level Approver may recall the timesheet from the second level 
Approver. However, the second level Approver may not recall the leave report from Payroll. When only one Approver is designated, the Approver may 
not recall the timesheet from Payroll. 

 
To perform a recall, within the Approval Menu, select the timesheet/leave report you wish to recall.  

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



2. Select Recall.   
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
3. You may then select Details to adjust the timesheet/leave report yourself. You may also select Return for correction to send the timesheet/leave report 

back to the employee for adjustment. Selecting Approve will send the timesheet/leave report back to Payroll, or to the second level approver if one is 
designated.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 



Please be informed: 
 

• If timesheets are not approved by the deadline, employee paychecks may be short or may not be issued. 
• When a paycheck is short or not issued, a Manual Check Request must be sent to webmaster.payroll@ttu.edu. Manual Check Requests are paid on 

the Friday of the following week from when they are received.  
• If leave reports are not approved by the deadline, a Manual Leave Adjustment must be submitted.  
• Web Time Entry/Web Leave Report deadlines may be viewed on the Pay Schedule, as well as in the Raiderlink/Webraider portal in the Payroll & Tax 

section. 
• If you need assistance with performing approvals, or other timesheet/leave report issues, please contact Payroll at webmaster.payroll@ttu.edu.  
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