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How to Sign off a Student Timesheet 

As the authoriser, you will be signing off students’ timesheets at the end of each shift they have 
worked. Once the student has completed their timesheet with the start and finish time of the 
shift for the appropriate day and saved this on their electronic device, a signature box will 
appear. At this point, the student will hand their device to you to sign the shift off.  

Please check your name under ‘authoriser heading to ensure this is correct before adding your 
signature (if this is on a computer, you can use a mouse to sign). 

 

Please enter your signature inside the designated box and click save. This will now save the shift 
as ‘Signed by authoriser’.  

 

 

 

 

At the end of the week, once all shifts have been signed off, the student will submit their 
timesheet, and this will be automatically approved by the system. 
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Email Notification 

Once the student has submitted their timesheet and the system has approved this, the 
authoriser will receive an email notification thanking them for signing off the hours worked as 
shown in example below. 

 

 

By clicking on the link, you can see the dates of the shifts and your signature. You do not need to 
do anything further at this point as this is only for reference.  

 

Please note, if you did not sign off the timesheet, please contact the PamS Team at University of 
Suffolk at pamshelp@uos.ac.uk and we will investigate this (this message also appears in the 
email notification). 
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