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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.

Employee Typ L P Ac
Dl 510 Delete
Dy 10 Delete
ol 20 Add
Dy 510 Edis
Dy 210 230372015 Add
Authorise the 24th March
Employee Bins View
DA 10 0 All Days Edit
DAl 210 0 ANl Days Add
o , -
DaJ 1m0 Delets
DA’ 510 Edit
DAy 110 Add
Dal 10 23032015 Add

The authorised deleted timesheet is now in the Authorised bin

UNDERSTANDING DELETING TIMESHEETS v1.1 Page 2 of 3




Emails

Just as with new timesheets emails are generated for Deletions too.
Note the ‘Action - Delete’ shown

1st email

** Submitted Timesheet to be Authorised **

Action - Delete

MyHR to authorise or reject as appropriate.

MyHR

Human Resources Department

Reminder

hr-systems@qmul.ac.uk
REMINDER - ** Submitted Timesheet to be Authorised ** TSREM1

To ulian Glass

REMINDER
** Submitted Timesheet to be Authorised **

Action - Delete

DL o _ _)0has submitted a timesheet for 2.33334 HIOURS WORKED for AHA Grade 5 - 1.0 All Days on 23/03/2015. Please log in to
MyHR to authorise or reject as appropriate.

MyHR
Human Resources Department

Escalation - employee notification

T2y S LEHIDW YT IULAL UK
**Your Timesheet Authorisation has been ESCALATED** -TSESCE

To Julian Glass

=* Timesheet Authorisation has been ESCALATED to your manager's manager **

Your timesheet has not be authorised or rejected by yvour manager within the set timeout period. This request has therefore been escalated to your manager's
manager.

Action - Delete

MyHR
Human Resources Department

Escalation - manager notification

hr-systems@qgmul.ac.uk

** Line Manager Timesheet Authorisation TIMED OUT ** -TSESCM

To Julizn Glass

** Submitted Timesheet to be Authonised **

Action - Delete

De """} has submitted a timesheet for 2.33334 HOURS WORKED for AHA Grade 5 - 1.0 All Days on 23/03/2015. Please log ih
MyHR to authonse or reject as approprate.

-
L=}

MyHR
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