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Reviewing Provider Timesheets
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 Review, approve, or reject timesheet for provider

 View your provider’s Timesheet History

 Update your contact information 

 Link to resources

 Read notification about the ESP

 Add a provider to your case

WHAT CAN YOU DO ON ESP?
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By the end of this 
course, you will know 
how to:

 Find timesheets 
submitted by your 
providers

 Review timesheets 
for approval or 
rejection 

IN THIS COURSE:

2



© Sourcewise.    All Rights Reserved.      

YOUR ESP ACCOUNT
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 Your name will be shown on the upper right
 All providers connected to your case will be listed
 Different ways to get to the timesheets for review
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 3 ways to get to the timesheet 
for review
1. Click “Timesheet Activity”(1) for 

dropdown menu and choose 
“Review Timesheet”

o History of all timesheets 
submitted from Provider

2. OR, click the “Timesheet 
Review”(2) button

o Next page, find the provider and 
click on the arrow 

3. OR, click the blue link under the 
provider's name(3) if there is a 
timesheet to review. “# 
Timesheet to Review”

o Provider might submit for more 
than one pay period 

REVIEW TIMESHEET(4)
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1. Check to see which pay period you are reviewing
o If there are timesheets for more than 1 pay period, review them 

one at a time by selecting one
 2 pay periods each month: 1st to 15th and 16th to end of the month

2. Expand each Workweek by clicking on the week or down arrow

REVIEWING HOURS TO 
APPROVE/REJECT
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2

Click to 
expand
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Live-in Provider

PROVIDER TIMECARD EXAMPLES
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Non-Live-in Provider
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Live-in Provider

 Only the number of hours worked per day 
for the workweeks will be shown

 To review the timesheet, check that the 
number of daily hours and the total hours 
for the workweek are correct

REVIEWING HOURS TO 
APPROVE/REJECT
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 You will see
o Hours worked per 

day

o Time the provider 
started work

o Where the 
provider started 
their workday

o Time the provider 
stopped work

o Where the 
provider ended 
their workday

o Total hours 
worked in the 
workweek

Non-Live-in Provider

REVIEWING HOURS TO 
APPROVE/REJECT
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 After reviewing the first workweek, continue expanding 
and reviewing each workweek until you have reviewed the 
hours being claimed for the entire pay period
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Click to 
expand

REVIEWING HOURS TO 
APPROVE/REJECT
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 If the timesheet is correct, you can click on the 
Approve Timesheet button 

 If there are any errors, you can click on the Reject 
Timesheet button
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REVIEWING HOURS TO 
APPROVE/REJECT
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 When approving a timesheet, check:
o Provider name is the correct one
o Timesheet period is the one you would like to approve
o Read message and check mark the box to agree
o Click “Electronically Sign Timesheet & Submit for Payment”
o Finish by clicking on “OK”
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TO APPROVE A TIMESHEET
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 When rejecting a timesheet, check:
o Provider name is the correct one
o Timesheet period is the one you would like to reject
o Check mark the box to confirm the rejection
o Click “Reject Timesheet”
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TO REJECT A TIMESHEET
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 Provider will be notified by email that their timesheet 
was rejected

o You should notify the provider specifically why their 
timesheet was rejected so they can fix it and resubmit it 
to you

 Once your provider has corrected their timesheet and 
resubmitted it to you, go back into the ESP to review 
and approve it

13

TO REJECT A TIMESHEET
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 You now know how to review and 
approve or reject provider 
timesheets.

 Watch the "Hire a Provider" video 
to learn more about:

o Adding providers to your case so 
they can complete timesheets and 
receive payment

If you have questions or issues 
with the ETS or timesheets, call 

the ETS Helpdesk:

(866) 376-7066, Option 1

CONGRATULATIONS!
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