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Section 17: Timesheets 

The processing of Monthly Hours no longer needs to be done manually. 

Once the employee submits a Time Sheet and it is approved, said hours will go through to payroll for 

processing. 

 Hover over Payroll and click on Timesheets to view all these Monthly Hours 

  

• Click on Timesheets. The screen will refresh, displaying the Timesheet screen as seen below.  

 

• As per the image below, Timesheets that has been approved by the Final Approver will reflect at the top of the               

page. 
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• Timesheets not yet approved by Final Approver will reflect at the bottom of the page. 

 

• If you still have timesheets that require final approval as per list shown below; click on “Request final Approval” 

 

• The following image will appear. 

 

• The system will send an email notification to the final approver to log onto the system to approve outstanding timesheets 

as per email below. 

 



 

Hi Mark Fut 

 

Timesheets are required to be approved for period: 01/06/2017 to 30/06/2017. Kindly log into talenger new payroll 

(see link below) and if required approve the timesheets. 

 

http://www.talenger.com/talengernew 

 

Thank you 

 

 

VIEW Employees Timesheet 

 

• Click on View 

 

• You can now view the employees Timesheet as seen below. 

 

 

 

 

 

 

 

http://www.talenger.com/talengernew


 

EDIT Employees Timesheet 

 

• Click on Edit 

 

 

• The employees editing screen opens 

 

• You can now amend the hours accordingly 

 

• Amend the hours and add a comment 



 

 

• When finished click on update 

 

• The system updated the hours on the employees’ profile accordingly and the hours are ready to be 

imported into payroll 

 

 



 

IMPORT Timesheet into Payroll 

 

• Click on Verify Import 

 

 

• Select All or click on individual employees that you want to upload into the Payroll 

 

• Click on Import 

 

• This message will confirm that the timesheets has been updated. 

 

• You can now proceed to Process your Payroll 

 


