
Team Timesheets  
In the team timesheets section, you can view, edit, and approve employee timesheets. 

Waiting for Your Approval Section 
The Waiting For Your Approval section is the landing page for the Team Timesheets 
section. This contains timesheets submitted for approval that require the logged in user's 
approval. 

Here you may click on the existing timesheets and evaluate and approve them. 

All Timesheets Section 

 

In the All Timesheets section, users are able to apply the following filters to find sheets 
associated with: 

• A specific date range 

• Employee (by name or email) 

You also have the option to filter searches according to various categories by which you 
have organized your employees, including department, work location, employment type, 
status, etc. 

In this section, may select multiple timesheets to perform Bulk Actions such as printing or 
recalculating existing time sheets. 

You also have the ability to view timesheets by status, including All, Approved, Not 
Submitted, Rejected, or Waiting for Approval. 

https://support.heartlandhelpcenter.com/hc/en-us/articles/12392220103693
https://support.heartlandhelpcenter.com/hc/en-us/articles/12392162549645


 

You may change the default settings to indicate which columns appear on this report, by 
clicking on the gear icon on the right. 

 

On this page you also have the ability to import timesheets. 

Bulk Punch 
On the third tab of Team Timesheets page, you may manage existing Bulk Punches. 

 

  

On this page you will see a record of all past bulk punches that have been made. You may 
filter these by 

• Punch Added By 

• Punch Type 

• Date Added 

https://support.heartlandhelpcenter.com/hc/en-us/articles/12353837735181
https://support.heartlandhelpcenter.com/hc/en-us/articles/12392177831949


• Punch Start Date 

  

To view or edit any existing bulk punch, click on the edit icon for your selected punch. 

 

 


