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CONFIRMATION OF HOURS 
 

• WageLoch has changed the way you confirm and submit your timesheets to payroll. 

• You can now roster, confirm and submit timesheets through WageLoch Cloud Roster 

• To confirm hours, Open WageLoch Cloud Roster, and click on “Timesheets” on the bar at the top of the 

screen, and click on the Start Date of the Timesheet you wish to confirm 

 

 

 

• This will bring up the timesheet for the payroll cycle 

• You can adjust the coloured shift bars to confirm the hours for each employee the same as you did 

before 

• Once you have completed a day, you can click the “Finalise” button to confirm the day has been 

completed, the day will then have a tick (✓) next to it. A Question Mark (?) means the day has been 

edited but not finalised 
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SUBMITTING TIMESHEETS 
 

• To submit your timesheets – just click “Pre-Submit” 

• A message box will advise you if any days have not been completed, if you click “YES” it will confirm 

them as blank – with no hours worked 
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SUBMITTING TIMESHEETS 
 

• Once you have confirmed all days and clicked Pre-Submit – you will be taken to the usual Timesheet 

view, from there – you can click “Submit” to submit your Timesheet to payroll. 

 


