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Access employee timesheets
Provides detailed instructions on how to access and review employee timesheets.

Access employee timesheets

Employee timesheets
Managers can access employee timesheets using either the mobile device view or the desktop view. Depending on the
device used, the employee list appears differently.

Employees can use hourly timesheets or project timesheets.

Access Employee Timesheets - Employee Summary
The Employee Summary page allows you to review the overall status of your employees' timesheets. You can select
one or more timesheets and apply the same action to the selected employees.

Navigation: Main Menu > Time > Employee Summary

1. Click the Select a period drop-down list and choose a period.

2. Click the Select Employee Query drop-down list and choose the appropriate criteria.

3. In the Employee Full Name column , check the box next to the name of one or more employees.

4. On the toolbar, click Open Selections .

5. Review or apply actions to selected timesheets.

Access Employee Timesheets - Timesheets
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The Timesheets page gives you direct access to employee timesheets.

Navigation: Main Menu > Time > Timesheets

1. Click the Select a period drop-down list and choose a period.

2. Click the Select Employee Query drop-down list and choose the appropriate criteria.

3. (Optional) View another employee timesheet using one of the following methods.

Click the down arrow next to the first employee's name to open the employee list. Scroll down the list to select
a new employee.

Click the Next Employee or Previous Employee arrows to view the next or previous employee's timesheet.

4. Review or apply an action to the selected timesheet.
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