1. Enter your Manager Login Details.

Account: essential

Approving Timesheets - Clients

Username: (fo be provided to you) Account
Password: (to be provided to you)
Username

Click ‘Sign In ——

al Remember my account and

username

Forgotten password?

2. Home Page

From the Home Page you will be able
to navigate the ‘tabs’ at the top of
page to access all the relevant
information you will need.

NB: There will be some tabs that you
do not have access to.
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1. Go into the timesheets area of
WorkPlace by clicking on the
“timesheet” tab.

Messages I l:irr'les.heel:l

Essential Appointments Pty Ltd

2. Click on the ‘Week Begin’ date for
the timesheets you would like to
approve.

Timesheet List

Week
Begin

Week End

Status

sz llID 18/10

approved

19/10 25/10 not approved
26/10 01711 none
02/11 08/11 none

3. Any timesheets that are pink have
exceptions and cannot be approved
until fixed.

To see the error, click onto the name
of the employee whose row is pink.

Timesheet Summary: (October 19 - October 25)

- [

Filter by Reporting To

Monday Tuesday Wednesday

19 Oct 2009 20 Oct 2009 21 Oct 2009
Staff & Staff 1D Act Pay Act Pay Act Pay
|:| 06:00 0s6:00 04:00 0400 04:00 O4:00
08:00 06:30 07:00 a7 :00 09:00 08:15

Total Hours

14:00 12:30

11:00 11:00

13:00 12:15




4. Once you have clicked onto the
employee, you will be able to see all

timesheet errors for the payroll period. Filker by Reperting to ~ by Status - [Fiter

[ |pate Cliene Reparting to Task Actusl Actuzl oy Bay
The field causing the exception will be [E1 | weretay, 25t octmber —— | Dute Ertry Operator
hlghllghted with a red border. Tuesday, 20th October — I Data Entry Operator 03:00 12:00 13:00

[C] | wednesday, 215t October b | L | Data Entry Operator 05:00 12:00 09:00 13:00

Friday, 23rd October I [ ] Data Entry Operator 07:00 07:20 07:00
Total Hours 14:30
5. To fix the exceptions, you can edit
the timesheet by clicking “Edit
Home
ck to Summary | \_Edit Timesheet }| Approve Adjust |
6. Complete any missing information
and make any adjustments while in
this edit mode. Delete | Date Task Actual | Actal = o
. 1 Monday, 19th Octc Data E y Operate 09:00 15:00
Here you can make adjustments to: . e AR R el P
- date 2+ ] Tuesday, 20th Oct Data Entry Operator - 09:00 12:00 12:00
- taSk i 3+ I:‘ Wednesday, 21st{ - Diata Entry Operator - 09:00 13:00 09:00 13:00
- pay start and end times
4+ I:‘ Friday, 22rd Octob Data Entry Operator - 07:00 07:30 07:00
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You can delete any unwanted
timecards by checking the box of the
timecard you wish to remove.

Deletz | Date Client Reparting To Task
Then click ‘save’ when you have . —
completed the changes. 1+ Monday, 19th Octe ] ] Data
2+ I:‘ Tuesday, 20th Oct - _ - _ Data
2+ | W Wednesday, 215t w _ - _ Data
4+ v Friday, 23rd Octob _ - _ Data
Cancel
7. Once you have fixed up all
exceptions, timecards will appear as a - _
yellow colour. This indicates that they fter by Reporting ta T by Status
are all valid and can now be [ | pate Cliant
approved.
[7] | Menday, 15th Octaber
[] | Tuesday, 20th October
D Wednesday, 21st October
[7] | Friday, 23rd October

Approve Adjust




8. After you have checked the pay
times and are happy to approve

timesheets for payment, select the Staff Timesheet: (October 19 - October 25)
qheck box in the t|t|(-?- belr to selef;t all Filter by Reporting to * by Status -
timecards below. Click “Approve”.
Date Client Reporting to Task
Monday, 19th October Diata Ex
Tuesday, 20th October Data Eq
Wednesday, 215t October Diata En
Friday, 23rd October Diata En
f-’!
| Approve | idjugt |
9. Once approved the timecards will
appear in green. Staff Timesheet: (October 19 - October 25)
Filter by Reporting to ¥ by Status -
I:‘ Date Client Reparting to Task
I:‘ Monday, 19th October Data En
[] | Tuesday, 20th October Data En
I:‘ Wednesday, 21st October Data En
[] | Friday, 22rd Octobar Data En

10. Approving timecards now allows
the timesheet for each employee to
be processed.

-End -




