
  
  

How to Pay a Break 
Access your Timesheet Screen 

 

 
 
 
  

 

 

Your unauthorised timesheets will appear 

On the first line – in the actions column – Click on the pencil 

 

 



  
   

 

The following screen will appear 

 

Review the breaks taken and tick the 10 minute paid break (as shown below). 

The Lunch break (1/2 hour or more) should remain unticked (as shown below). 

 

 

 



 

 


