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Client Manager

Client Managers are able to view, print and approve timesheets. This user will not be able to create or
edit timesheets for employees in their group. Also, the Client Manager will not be able to view
timesheet data that is not part of the assigned group.

For example, employee Katelyn has 32 hours in the DIRECT LABOR group and 8 hours in the INDIRECT
LABOR group. If the Client Manager is only over the DIRECT LABOR group, Katelyn’s timesheet will show
a total of 32 hours.

Review Timesheet

After logging into the site, hover over the Client menu and click the link for “Review Timesheet”. Select
the group, timesheet end date(s) and all status that need to be applied then click “View Selected
Timesheets”.

Status filters:

e Approved — already reviewed and approved by a supervisor

e Ready— employee has submitted the timesheet and is waiting on supervisor approval

e No Timesheet — employee did not enter any time data for the period selected

e Approved w/o Signature — supervisor approved but employee did not submit

e Rejected —supervisor did not approved timesheet and sent back to employee for changes

e No Signatures — active timesheet that the employee has not submitted and a supervisor has not

approved
Review Thnesheet
Timeshael seiechon
Group Timesnest Dates Select status
Select 3 Group: |etact the Group » Ferst ending cate: | 03/31/2024 > [ Approved [ Approved w)o Signzture
Wiew &l Lzst ending dte: | 03/31/2024 5 ¥ Ready [T Rejectad
Direct Labor [¥ Mo Timeshest [ No Signatures

To open all timesheets listed for the group, check the box to the left of the header and then click “Open
All Selected”. Alternatively, you can select individual checkboxes besides an employees’ name to view
multiple timesheets or click the link on the employee’s name to open just one timesheet.

Actions

Open Al Selecied

EMail Fiame Skotus Ending Date Total Hours
IF2 Bl Anzerzan. David Ra Timeshest 0313172024 0.00
4 i | Mo Timeshast 03312024 a.00
(&1 = e Timeshast 03{31/2024 .00
IF] = Na Timeshest 03/31/2024 0.00
& = Vi Tirmeshast 03312034 .00
(W] = Willams, Mary Na Timeshaet 03/31/2024 0.00
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Approving Timesheets

Timesheets can be approved by clicking the “Approve All” at the top of the screen or changing the status
box to the right of the page.

e |
— Commands — -
Sove Cancel Frintgy Friendly
| Mame: Blanchflowes Martvn 53] Previaus Record | Next Record
|
Ending Date : 03/31/2024 Revison : 0
Select Status ¥
Mon Toe Wied Tho i Sat sun 2o
= 6 27 18 2 30 i :
n 1030 1030 1030 1030 1030
Out 1830 1B30 1830 1830 1830
Hrs a4 a0 &0 BD BO 40.0
Group Tharpe Code Pay Type Org Tasks Mon Tue Wed Thu Fn Sat Sun Tatzl
25 26 22 28 25 0 i
Tatal
Comments:
Mo comments found for s Timssheet,
Hours Worke:d Comments T

Timesheet Examples
Timesheet with In/Outs Example:

— Commanos =

| Appeave Al Sawe Cancel Printer Fnendly |
e Blanchfiowes, tartm (] Frevioss Record | e Racord |

Ending Dat= : 033113024 Resion ¢ 0

Mon Tz wed Thu il sat
r] 26 g 28 28 30
In 1030 1030 1030 Losn 1030
Qut 1830 1830 1630 1830 1630
Hrs BD B.O ao a0 84 “0.0
Croup Charge Code Fey Tpe Org Tasks Mon Tue Wed Tha Fn Sot Sun Total
25 26 it 28 2 0 n

o

Approved Timesheet Example:

Commands
Apprave Al Save Cancel Printer Friendly
Ending Date | 03/31/2024 Revision 3.0
Cient Manager: | Select Status ¥ |
Mon e wed The R st sin —
=5 5 2 28 29 3 31
n w30 1m0 1030 1030 1030
out 1830 1830 1830 1830 1830
Hrs a4a a0 Ba 80 a4 0.0
Eroup Charge Cade Pay Type Org Tash= Mon Tue Wed Thu Fn Sab Sum Total
25 25 27 28 29 30 13
Tozal
Ho comments found for this Timeshaet,

Hours Waorked Comments

Timeshest has besn reviewad and approved.

Data ;
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Employee Signed Timesheet Example:
Employes  General

Oosubeil | Docoments  Printer Friemily | Leave Balance:

4 Timesheet Ending: 03/3172024 [ b Perod 2 0f 2 o Revson 0 o |
[ e Hon Tue wed Thu o = sn |
Injut L Tatal
| ; 25 26 27 = 2 an a1 |
In HE] 1030 1030
|
I out 1830 1639 1830
In
| out
|
| Hrs B an o 4 |
|
i i & i Hon Tue wed Thu £ sat sun
Gra Code T Task= L Tatal
Groug ! Charge | Pay Type | g 23 % | 2% m g 5 o o |
Total 2.0 |
|
ur =s| wid naw be subimi =
Employee: King, Brian D3/29/2024 5:38 PM COT

Printing Timesheets

After selecting timesheets to review, click the link for “Printer Friendly” at the top of the page.

However many timesheets are selected for viewing, will be available for printing.

— Commands — -
e deiac E ﬁ
TP e e wﬁmélﬂeﬂ:ﬂmrd
| Tite:
Ho Tiresheet XA S,

Email Notifications

If Administrators elect to turn on timesheet notifications, Client Managers will receive email
notifications when an employee in their group submits their timesheet. These notifications will also be
displayed on the homepage when you log in. They can be removed by checking the box to the left of the
date and then “Remove” at the bottom.

Date Subject Message
|2 n4/02/2034 20:5088 Timesheet Approved The timeshest with the ending dete 02/25/2024 has been approved. hittps:|havsrt-tast goclockurise com)
[71 | 04foz/2024 10:55AM Timesheet Unsubmitted The timesheat balonging to Kavin Brown, with ending date 02/25/2024, has bean unsubmitted. hizps:/fhavarb-tesz godadavise.cam/
| 21| D4/02/2024 10:55411 Timesheet Approved The timeshest with the ending dete 02/25/2024 has been approved, hktps:)havsrttest. gocackwise.com/
' [71 | o4/02{202¢ 02:50PM Timesheet Unsubmitted The timesheat balonging to Kevin Brown, with ending date 0</07/2024, has bean unsubmitted. https:/[havart-test gododasise.com/
Ve
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