
TIMESHEET APPROVAL
IN THREE STEPS
1. You will receive an e-mail with a time sheet (from no_reply_mytime@hays.de). Please do not reply directly to this e-mail.

2. Double-click to open the attached time sheet in Adobe Acrobat Reader. Please do not add your signature. 
Then click on “Approve” or “Reject”.

3. This will automatically generate an e-mail including an attachment – ready to be sent to the recipient. (If the  e-mail 
does not open automatically, you can also submit the time sheet manually: simply send it via e-mail without comment 
– if approved to mytime_approvalp01@hays.de and if rejected to mytime_rejectionp01@hays.de.)
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