
SUPERVISOR: APPROVAL PROCESS 
 
https://hrtimesheet.etinv.com/selfservice/ 
 

Login to the Sage Time Sheet  

 

 
 
 
 
If the screen’s side banner is compressed, click the 
arrow at the bottom left 
 
 
This will open the menu options 
 
 
 



 
 
 
Choose Company, and then Insperity Timesheet 
 

 

 

 

 

 

 

 

 

Once the Insperity Timesheet opens, select the appropriate time period in the pull-down on 

the right side of the upper menu 

 

 



 

Then, in the center section of the upper menu, use the pull down to select the appropriate 

employee. (If you have multiple employees to approve, this process will need to be repeated 

for each of them.) 

 

Then select “Total Hours” on the left hand menu 

 

 

 

 

 



Then in the main section of the screen, you will see the employees daily hours to review for 

approval. In the top right hand corner you will see if the employee has approved their 

timecard  (indicated by a Red No or a Green Yes). 

If they have approved their time, you can proceed select “Supervisor Approve” at the 

bottom left of the screen 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

**In the instance the employee is out, managers can approve time 

on their behalf (“Employee Approve” button just to the right of the 

“Supervisor Approve” button - as seen above) 

If you approve your employees’ time, make sure they are notified once they return.  It is 

always best practice to document anything that you do on their behalf.  

 

 

 



Once Sage shows YES for both employee & supervisor the process is complete for this 

employee. 

 

 

 

 

 

 

If you have multiple employees to approve, this process will need to be repeated for each of 

them. Simply select each employee (using the pull down in the upper menu of the center 

section) until all have been approved.  

 

If you have a timesheet that has already been approved, but you discovered a mistake after 

the process has been completed, you can ‘UNAPPROVE the timesheet and make 

adjustments (as long as the Payroll Department has not closed the Pay Period). 

If the ‘UNAPPROVE is available, you will see the following buttons at the bottom of the 

employee’s Total Hours screen:   

 

 

(If you only see the “SHOW TIME AS OF NOW’ button, the pay period has already been 

closed by the Payroll Department.) 



 


