
      
 

How to Approve Workforce Time-off Requests & Timesheets 
 

Workforce is where employees can view hours worked for extra duties, allotment 
balances, and absences requested through Workforce or Aesop.  
 
***Only accessible from U-46 district grounds*** 
 
 
Approve Time Off Requests - to be able to view and approve time off requests 
for your employees.   
 
This process should be done on a weekly basis by the end of day Tuesday of 
each week.   
**All time off requests for the processing week should be approved before you 
move on to approve the timesheets. 
 
 

 
 
On the right side of your screen, you will see your time off requests that are 
pending for your employees. 
 
 



 
 
 
Select Review Time Off Requests to approve time off. 
 
 

 
 
 
The system will list all pending requests in one tab and all request history in a 
separate tab for viewing. 
 
 
 



 
 
By clicking on the employee name, the approval screen will appear, and you 
can approve or reject the request. 
 
 

 
 
 
 
 
 



Approve Timesheets - to be able to view and approve timesheets for your 
employees.   
 
This process should be done on a weekly basis by the end of day Tuesday of 
each week. 
 

 
 
 
To approve timesheets, you should click on the Manager Approval check box 
and a green check mark will appear.   
 

 
 
 
If there are exceptions on the timesheets, the exception column will say “Yes” 
and from there you can double click on the employee to view their timesheet 
before your approval. 
 

 
 
 
 
Once you have approved everyone for the week, you can save your approvals. 
 

   
  

   
   

  
   
   

   
  

  
   

  
   

   
 

 

 

  

  
 


