
   

 

Lynx Recruitment TimeSheet System for 

Approvers 
 

All new Contractors will receive an email with their individual login details to our 
online TimeSheet system TimeAdder. TimesSheets can be accessed from any web enabled 
device.  At the end of each week TimeSheets must be completed and will be automatically sent 
to the Company Approver.    
  
  

Getting Started  

  
1. Approve or Reject Timesheet  
2. View Timesheets  
3. Change the Status of a Timesheet  
4. View Employees and their Timesheets Details 
5. Add Notes to Employee Timesheets 
  

Approve or Reject Timesheets 
 

Once employees have submitted timesheets, approvers can quickly approve or reject the 

submission from their desktop or mobile device. Employees are automatically notified via email 

when their timesheets have been approved or rejected. 

 

To approve timesheets in bulk: 

1. TIMESHEETS > Pending Approval. 

2. Tick the timesheets you want to approve. 

3. Click "Approve Selected." 



 

 

To approve a timesheet: 

1. TIMESHEETS > Pending Approval. 

2. Click the timesheet name to open the timesheet details. 

3. Click "Approve." 

To reject a timesheet: 

1. TIMESHEETS > Pending Approval. 

2. Click the timesheet name to open the timesheet details. 

3. Click "Reject." Notes must be added when rejecting a timesheet to explain why it's being 

rejected. 

 

 

 

 



Approve timesheets (video) 

Reject timesheets (video) 

 

View Timesheets 
 

Timesheets are listed under their respective status links in the TIMESHEETS tab. 

 

 

 

To view a timesheet: 

1. Click "TIMESHEETS". 

2. Click the sub-link that relates to the status of the timesheet(s) that you want to view 

(Pending Approval, Approved or Rejected). 

3. Click the timesheet name to view details and notes.  

 

View timesheets pending approval (video) 

View approved timesheets (video) 

View rejected timesheet (video) 

https://jobadder.wistia.com/medias/zm0wdw6thm
https://jobadder.wistia.com/medias/b5nend95ks
https://jobadder.wistia.com/medias/qydtqkzvnw
https://jobadder.wistia.com/medias/fxjzote6sc
https://jobadder.wistia.com/medias/aimau2hkjb


  

 

 

Change the Status of a Timesheet 
Whether an approver inadvertently approves a timesheet that should have been rejected or vice 

versa, the status of employee timesheets can be easily updated. 

 

 

To change an approved timesheet to rejected: 

1. Click "TIMESHEETS" > "Approved." 

2. Click the timesheet that you want to reject. 

3. Click "Change to Rejected." 

Change an approved timesheet to rejected (video) 

 

 

To change a rejected timesheet to approved: 

1. Click "TIMESHEETS" > "Rejected." 

2. Click the timesheet that you want to approve. 

3. Click "Change to Approved." 

https://jobadder.wistia.com/medias/kmp0dze236


 

 

  

View Employees and their Timesheet Details 
 

Approvers can quickly view employees and their timesheet details from their desktop or mobile 

device. 

 

  

1. Click the "EMPLOYEES" tab. 

2. Click the hyperlinked number in the "Timesheets" column to view all timesheets for that 

employee. 

 

View employee timesheet details (video) 

  

 

Add Notes to Employee Timesheets 
 

Add notes to employee timesheets to log activity and communications. Anytime an approver 

rejects a timesheet; they must log a related note, so the employee knows why it was rejected. 

Approved timesheets will log a related note automatically. Notes are tracked in the "Note 

history" section at the bottom of the timesheet details. 

 

https://jobadder.wistia.com/medias/vvr9hwi5co


 

 

Add Notes to Employee Timesheets: 

1. Find and click the timesheet you want to add a note to. 

2. Click "+ Add a note" below the timesheet details. 

3. Type your note and click "Add note." Notes are logged in the Note history section below 

the timesheet details (see arrow above). 

Add notes to employee timesheets (video) 

  

 

 

  

https://jobadder.wistia.com/medias/8ue5aq4nmq

