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B How to Submit a Personal Timesheet for Approval

Figure 1: Main Menu -> Detailed Timesheet

y Access level: All users.

Learn: How to submit a timesheet after the end of a period.

The timesheet can be forwarded for further approval and be the foundation for
any possible invoices.

How to submit the timesheet
Figure 1: Main Menu -> Detailed Timesheet

- Select which date that should be submitted/printed ©.

— The weekly report can be submitted from the Detailed Timesheet (F11) or from
the Weekly Timesheet (F12) by clicking the link Time Report-Submit/Print @.

Figure 2: Main Menu-> Time Report-Submit/Print
— Close the time report by ticking of the box Close ©.
- If necessary, enter a Comment: for the time report in the text field 0.

— Submit the report by clicking Update®. Now the time registrations will be
locked and it will not be possible to edit them in the timesheet. If a copy of the
timesheet is needed it is possible to use the export icons @ and convert the
data to. xls, .doc, .pdf, .txt and .xml-documents.

- Click on [Print] @ in order to print a copy of the displayed time report.

4 Tip: If there is a need to edit an already submitted and closed time report, it
can be activated by a person with director or administrator access to
TimeLog Project.
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DETAILED TIMESHEET

Main Menu -> Detailed Timesheet

Track time

Customer: Select Customer ~|[E]

Project: TIM - Intern administration 2007  |[%]

Task: Accounting v |[E]
& Date: 09-11-2007 =]

Hours: Aloc: 0 Actualk

Comment:

10

TIME!

" ASC [Search (F2) | Personal Profiic | Help (F1) | Log Out]

Shortcuts
Time Report - Submit/Print

Expenses
Travel Expenses

Figure 2: Main Menu ->Time Report -Submit/Print

TIVME REPORT - SUBMIT/PRINT

Main Menu -> Time Report - Submit,/ Print

- ASC [ Search (F2) | Personal Profile | Help (F1) | Log Out ]

View Shortcuts
Week: E In/Out Registration
‘Weekly Timesheet
Dietailed Timesheet - Cuskamer
Close Weekly Timesheet »
Close: ]
Comment: :
& Update ‘ﬁ
Export ERRL = | (=3 [ Print ]
Weekly Timesheet for ASC (Ashlee Samson): Week 45 (05/11,/2007 til 11/11/2007)

N S N 7 Y K K N I I T I
TIM - Intern administration 2007 1 Accounting z a 1 3 4 a a 10
TIM - Intern administration 2007 2 Adrminiistr ation L1} 2 2 o L1} o a 4
TIM - Intern administration 2007 3 Employee Development +.50 3 1 2 0 o a 10.50
TIM - Intern administration 2007 4 Internal meetings 0 1 0.50 o 2 o a 3.50
TIM - Intern administration 2007 5 Training - new employees 1 1.50 1 1 1 o a 5.50
Working Time, Distributed 7.50 750 5.50 3 7 o o 33.50
Working Time for Distribution (In/Out Registration) 0 0 358 0 0 0 1] 3.58
MNorm. 740 F40 TFA40 T40 740 (1} o T
Difference 7.40 -740 -382 -T40 -7.40 (1} o -33.42
Flex 7.40 -F40 -382 -T40 -7.40 (1} o -33.42

A8 Page1/1



