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Deleting Timesheets 
 
It may seem odd but ... 
 
If an employee want to delete a timesheet after it has been authorised it 
has to be approved by their manager. 

 
Here we can see two previously Authorised timesheets now submitted 
by the employee for deletion, as we can see below.  
 

 
 
 

Manager Authorisation of Deleted Timesheets  
 

 
 
Authorise the 24th March 
 
 

Employee Bins View 
 

 
 
The authorised deleted timesheet is now in the Authorised bin 
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Emails 
 
Just as with new timesheets emails are generated for Deletions too. 
Note the ‘Action – Delete’ shown 

1st email 
 

 
 

Reminder 
 

 
 

Escalation – employee notification 
 

 
 

Escalation – manager notification 
 

 


