
 

 

 

 

 

 

 
 

  

In Atlas, on the ‘Employees’ 

tab, select ‘Time Sheet 

Processing (web time entry)’ 

Select ‘Approve or Acknowledge 

Time’ and then click the ‘Select’ 

button. If you have been set up 

as a proxy for someone else then 

you will find that person’s name 

in the dropdown box where it 

states ‘Act as Proxy’, select their 

name and then click the ‘Select’ 

button. 



 

 

 

 

 

 

 

 

 

 

Choose pay period then click 

the ‘Select’ button. 

Click the ‘Change Selection’ button 

to go back to the previous screen. 

Click the name of the person who has a 

timesheet you would like to review 

and approve. 



 

 

 

 

Click ‘Previous Menu’ to 

return to the previous 

screen. 

Click ‘Approve’ to 

approve the timesheet. 
Click ‘Return for 

Correction’ to return the 

timesheet to the employee 

for correction. 

Click ‘Change Record’ to 

make a change to the 

employee’s timesheet. This 

should only be done if the 

employee is not able make 

the change themselves. 


