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1. Introduction

The Employee Timesheet Application is a user-friendly tool designed to help manage
employee time, tasks, and projects efficiently. It allows employees to log their hours, track
tasks, and submit timesheets for approval, all while ensuring data is entered correctly. The
application has role-based access, meaning that different users like admins and employees

can only access the features specific to their roles.

Key features include search and filter options to find tasks and projects easily, and
dashboards that visually display project progress and time logs. Admins can manage settings
and departments, while employees can track their time and monitor task status. The
application is flexible, allowing for updates and changes as needed, making it an essential

tool for managing time and improving productivity.

Employee Timesheet © 1Y

Menu

Beyond Key Page 4 of 31

www.beyondkey.com



@ beyond key® WE Microsoft

Solutions Partner

2.Roles & Key Features

Role-Based Access:

Admin

Full access to manage projects, users, departments, settings,
reporting managers, and app-wide configurations.

Project Managers

The project manager can check the progress of tasks assigned to their team

members.
Reporting Managers

The reporting manager is responsible for managing the team and monitoring progress. Only the
reporting manager has the authority to review and approve the timesheet.

End Users (Employees)

Log time entries, submit timesheets, and track task progress.

Key Features:

1 Time Logs

Users can log time by selecting the 7 Settings
projects and tasks underneath. Customize settings, assign admin &
. reporting manager, and handle

2 Project Management department activation or deactivation.
Create projects with details, filter, and
search by criteria, and view progress and

performance on the project dashboard.

g Timesheets

Employees can submit timesheets,
track approval status, and view detailed
records of approved, pending, and
rejected entries.

3 Task Management

Define and assign tasks with durations,
track progress with statuses, and

compare estimated vs. logged hours. 5 User Role Restrictions

Admin has full access and reporting
manager manages the projects and
. ) . . timesheet. The project manager and
View project details, analytics, team L

. : end users have limited Access.
information, task statuses, and hour

comparisons.

4 Project Dashboard Navigation
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3. HHome

On the Home page, the admin has access to three tabs: "Home," "Menu," and "Settings." For

end users, the "Settings" option will not be visible.

Employee Timesheet E—' & ‘—E

Home:
The home icon will take you to the application homepage.
Menu:

Clicking on this button redirects you to the project module page, where you can access
several options. On the left side, you will find the Hamburger Icon, which opens a menu

containing Time Logs, Timesheets, Tasks, and Projects.

Settings:

The settings icon is intended for administrators to manage and configure both general and

departmental settings within the application.
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4. Menu

Clicking the Menu button redirects you to the Project module, where the first tab displays
the "Projects” section. To navigate to other modules, use the Hamburger Icon located at the
top-left corner. Upon clicking it, you will find the navigation options for additional modules.

As shown in the below image:

Hamburger E..M, Voajart Moabars’. - Dipicirnsnts
Icon

Project Name. Status

Projects Module

Projects Section

The projects section offers filters and a free-text search feature to help narrow down
results and manage projects efficiently. A grid displays key details such as Project ID,
Name, Manager, Status, Tasks, and Actions, allowing users to easily edit, delete, and view

projects, as well as manage tasks. As shown in the below image:

= Projects Project Members Departmants m
Project Mamas Stabus
=
Stalus ks
w 108 ClensefSyme Pro Emma Chardotte Johnson { In Progeess ) |: .df’ |".‘lf @&
w 1t Data Vauli Wwilliam Thomas Brown E & |".‘_' )
w 105 Smart Senve Benjamin Samuel Wilsan .: Mot Startud :. |: & |".‘l' )
- 104 Cybar Shield Sophia Roas D l_ & l.-.., ®
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The projects section features search filters that allow users to efficiently narrow down

results and view specific projects and tasks. As shown in the below image:

= Projects Project Members Departments @

_‘]Pz.oiect Name St;lm r_ | Search by project, status and reporting man

T_] Child Care Associate ] Completed
|: CoA1 u In Progress
L: Employee Timesheet U Not Started
E Hardware Intranet D On Hold

[ HeTC Intranet

[ fiaerm Intranar h
1.1 Project Name Dropdown: Displays projects that are assigned to the logged-in
user. Users can select any project to filter and view specific tasks related to that

project.

1.2 Status Dropdown: Offers filter options such as Completed, In Progress, Not
Started, and On Hold, enabling users to drill down further and view tasks based on

their specific status.

1.3 Search Bar: In addition to the dropdown filters, a search bar is available to quickly

retrieve project details.

1.4 Back Icon: Clicking on this icon allows you to exit the search bar options and

return to the previous view.

Clicking on the Project ID, Project Name, Project Manager, or Status will redirect you to

the Project Dashboard. As shown in the below image:

— Frojects Project Members Dapariments m

Preject id Preject Manages
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Project Dashboard:

The project dashboard offers a centralized view of project metrics, enabling efficient
tracking of client details, project costs, team contributions, and task progress. With visual
insights through charts and detailed tables, it ensures streamlined monitoring of
estimated vs. logged hours, task statuses, and overall project performance. As shown in

the below image:

i Employee Timesheeat R A

" [ H{1s5]
Houn

Typsr Cat Peapect Eilirmated
Fixesd Cost £50005 4TS
Fu st Bikaiie s Risar Balabie bl
Taids Shadasi Tertad ik

Team Membar - Task Status

Child Care Associate

Frigect huviesis

Team Member - Extimated e Logged hours

.......

1.3 Employee Timesheet Section: Information such as Client Name, Project Cost,

and a list of Project Members.
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1.4 Project Dashboard (Charts):
o Cards showing status, type, cost, and estimated hours for the project.
o Stacked Bar Chart depicting task status.

o Pie Chart comparing estimated vs. logged hours, and billable vs. non-

billable hours.

o A table listing Team Members' Task Status (e.g., Not Started, In Progress,
Completed, On Hold, Overdue).

o A table for Estimated vs. Logged Hours, showing data for each team

member, including Total Tasks, Estimated Hours, and Logged Hours.

1.5 Cancel Icon: A cancel icon at the top of the page allows you to return to the main

table.
Tasks Icon:

Clicking on the tasks icon will display detailed information about project tasks, including
the person who assigned the task, the individual to whom it was assigned, the task name,
estimated hours, logged hours, and the status. The expand icon also displays the same

details of the project tasks. As shown in the below image:

Employee Timesheet &
= Projects  ProjectMembers  Deparments
Praject Mam Status
=)
Expand
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Actions:

Three action options are available for each project. These action icons are displayed
based on the user's role in the system. for instance, the Reporting Manager has
permission to edit and delete, while the Project Manager and End User can only view
project details. The grid will show tasks according to the logged-in user's permissions -
End Users will only see tasks assigned to them, while Project Managers and Reporting

Managers can view all tasks associated with the project. As shown in the below image:

Employee Timesheet &

=  Projects Project Members Departments Add Propect

Project Name Satus

Project Name atus s ctions
Project Tasks
Assigned By Assigned To Task Name Estimated Hour Logged Howrs  Status

Sophia Rose Davis Lity Ann Clark Agile project management 3 Hrs 0 Minsg 0 His 30 Mans In Progress

James Alexander
Semith
DOilrria Grace Taylor Task tracking tool 2 Hrs 0 Mins 0 Hirs 2 Mans In Progress
Michael Danvid
Lewis

1. EditIcon: This option allows you to update project details. Upon clicking, you can
edit various fields, such as the project name, client name, project cost, project
hours, department, and project type (with dropdown options like Resource-Based
or Fixed Cost). You can also update the project status (options include Not Started,
In Progress, Completed, or On Hold), reporting manager, project manager, project
team, RPH for the project manager and team, as well as the description and
attachments. After making the desired changes, click update to save or cancel to

discard them.
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Propect Mama *
Smart Serve

Prost Costi)h
59
Gepartment

Progect Status

I Hot Stanted

Propect Manager

: Fack Echward Harmis
RPH e Jich Exfwasel Harrss (5)

]

Desoription

Fancel

HE Microsoft

Solutions Partner

Cliant Marma

[t e e

Proje Haurs

o
Project Type
Reacurce Baed

Repearting Manage:

Lity Ars Clark =

[—

Sophes Rosk Duvis =

BePH Far Sophia Rea Duvis

Astamamart

Chease Files |Ha file chesen

2. Delete Icon: Clicking on the delete icon shows two options:

o Ifthe project has associated tasks, you cannot delete it.

o If the project has no associated task, you can delete it. To confirm you will

have to click on the okay button, or you can cancel the action. (As shown in

the below images)

Project Deletion Not Allowed x Delete Project

This project cannot be deleted as it contains associated tasks Are you sure you want to delete this project?

X

| CANCEL | DELETE

3. View Icon: Clicking on the view icon displays the details filled in through the edit

button without any further editing. As shown in the below image:

Pock Edhward Harvii %

Project Name * Chent Name

St Sanee Ak Rerie Martie| I
Praject Costis) Prajest Hours
[ E | L]
Dapartmant Projoct Type

Rescurce Based

Project Status Reporting Manager

Not Started Liy Ann Clark. %
.Prnjr(!M.ugn Project Tasen

Sophis Rose Davis

RiPH fow Jarck Edward Harris (3}

4

Bescription

RPH for Sophia Rass Davis
Isa

Attachment

Beyond Key
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Add Project Button:

The "Add Project” button is visible only to the Admin and Reporting Manager. When
clicked, it opens a form with several fields to be filled in, including project name, client
name, project cost, project hours, department, project type (Fixed Cost or Resource-
Based), project status (Not Started, In Progress, Completed, On Hold), reporting manager,
project manager, project team, description, and a file upload option for attachments. The
form also contains submit and cancel buttons to either save or discard the entered details.

As shown in the below image:

Add Project X

Progect Name * [
Pregect Cosa[$) Project Hours
Diwguar trrenit Project Type

Bepcating Manager

Progect Manasger Progect Team

Detctipaion Arachment
Choosas Flas | No e chasan

= Mo asiachments available

Project Members Section

Clicking on the project members section displays details of the project members. As

shown in the below images:

| 1.3 | | 1.2 |
= Projects Dopartmants

Project Name ‘

Employes Timesheet

Jack Edward Harris Benjamin Samuel Wilson Sophia Rose Davis
Reporting Manager Propect Manager Pregect Team

Rate per hour: 20 Rate per hour: 34 Rate per hour: 50

1.1 Project Name Dropdown: To see members associated with a specific project.
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1.2 Search Bar: To view details of a particular employee by their name.

1.3 Member Details: The project member page shows details such as the member's
image, name, title, and hourly rate. The hourly rate field is only visible for

resource-based projects. For fixed-cost projects, this field will not be displayed.

Departments Section

This section is visible only to Admins. When clicked, the department section displays

three dropdown options to choose from, as shown in the images below:

= | Projects Project Members Departments

Project Mame Status Department

] 2, Search by project, status and depart.. |||

Project Name

Chil Care Associate Infarrmation Technology
Emplo','ee Timesheet Information TEEWHOD;}' in Progress

Hardware Intranet Accounts and Finance ( completed )
HPTC Intranet Information Technokogy
Wiasun Intranet Information [9('|I|G|'_'g}' m

1.1Project Name Dropdown: To see members associated with a specific project.

1.2 Status Dropdown: To view the status of the project, click on the status dropdown

to see options like Completed, In Progress, Not Started, and On Hold.

1.3 Department Dropdown: To filter projects by department, simply select the

dropdown button.

1.4Search Bar: A search bar allows you to filter by project, status, and department

name.

1.5Grid: The grid on this page displays the Project Name, Department, and Status
details.
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Tasks Module

The tasks module provides a comprehensive overview and management options for tasks

within the application. As shown in the below image:

Employee Timesheet

Prajects Status Assigrees
o : o
W Prepare user manual Employee Timeshest 2024-12-04 2024-12-04 3 Hrs 0 Mins 0 Hrs O Mins = ﬁ
w Create Template for . Employes Timeshest 2024-12-04 2024-12-24 32 His 0 Ming 0 Hrs 10 Mins &N
v Add Filters Child Care Associate 2025-01-05 2025-01-05 7 Hrs 0 Mins 0 Hrs 0 Mins & i
W Assessmant & Discove... HPTC intranet 20724-12-16 2025-04-02 0 Hrs 0 Mins 0 Hrs O Mins :-f' '_‘ f'
v Mock up design Child Chitd Care Associate 2024-11-11 2024-12-15 24 Hrs 0 Mins 0 Hrs 0 Mins 2 m
R LLD preparation Hardware Intranet 2024-10-14 2024-11-11 16 Hrs 0 Ming 0 Hrs 0 Mins. f |
v Ropart Devalopment Employes Timesheet 2024-12-10 2025-01.06 1 Hrs 0 Mins 0 Hrs 0 Mins (I Progress ) & |-
T

—L] [ [

Below is a detailed breakdown of its features:

1. Selection Dropdowns and Search Bar
e Projects Dropdown: By clicking on the dropdown, you can select the project

for which you want to see the task details.

e Status Dropdown: By clicking on the dropdown, you can select the status such
as Completed, In Progress, Not Started, or On Hold. for which you want to see

the task details.

e Assignees Dropdown: By clicking on the dropdown, you can select assignees

for which you want to see the task details.

e Search Bar: By clicking on this field, you can see task details by specific job

titles or statuses.
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2. Add Task Button

The "Add Task" button opens a form where you can enter task details. These include the
task name, associated project, start and end dates, task type (Billable or Non-Billable),
and task status (Not Started, In Progress, Completed, or On Hold). You can also provide a
description, select assignees from a dropdown list, and upload relevant attachments in
supported formats. As shown in the below image:

Add Task X

Task Name * Project Name

Start Date *

End Date *

‘ dd-----yyyy

m] | ‘ dd-----yyyy

Task Type

Task Status

Beyond Key

Description

Task Assignees Attachment

‘ - | Choose File | No file chosen

Once all the information is filled out, click the update button to save the task. If you wish
to discard the form without saving changes, you can use the cancel button. As shown in

the below image:

3. Task Details Grid
A grid displays task details, including Task Name, Project, Start, and End Dates, Estimated

and Logged Hours, Status, Assignee(s), and available Actions.

Page 16 of 31
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4. Assignee Icon
Clicking on the Assignee Icon or Expand icon shows detailed information, including the

Assignee Name, Estimated Hours, and Logged Hours. As shown in the below image:

Assignee Actions
Icon Icon
. .
¥ 'lcd. rack and Listing Child Care Associate 2024-09-23 2024-09-25 43 Hrs 0 Ming 0 Hrs 0 Mins ,(55 |
Options L
-~ Add Notification Section HPTC Intranet 2024-10-17 2024-10-23 39 Hrs 0 Mins 0 Hrs 0 Mins \_(umplelr_-:l <f$ '|

Task Assignee
Assignes Name Estimated Hour Logged Hours }

James Alexander Smith 34 Hrs 0 Mins 0 Hrs 0 Mins

Emma Charlotte Johnson 5 Hrs 0 Mins 0 Hrs 0 Mins

5. Actions:
There are two primary options in task actions: edit and delete. The edit option allows for

updating, while the delete option allows for removing a task entry.

Any logged-in user (End User, Admin, Reporting Manager, or Project Manager) can edit
all details or delete a task if they create it themselves. However, if someone else assigns
the task, only the edit option will be visible, and the delete option will disappear.

Furthermore, the edit option only allows updating the task status in such cases.

Admins can view tasks across all projects but cannot delete or modify tasks assigned by
others. Reporting Managers can view all tasks related to their projects only, including

tasks they created or those assigned by others.
1. Edit Icon: Clicking on the edit icon shows two options:

o Ifataskis created by the logged-in user, this option allows them to update the
task details. By selecting it, users can edit various fields such as the task name,
project name, start date, end date, task type (dropdown options include
Billable and Non-Billable), task status (e.g., Not Started, In Progress,
Completed, or On Hold), and a description field for task-related notes. Users
can also choose an assignee from a dropdown, attach files, and specify the
estimated hours for the assignee. After making changes, click Update to save

or Cancel to discard the modifications. As shown in the below image:

Beyond Key Page 17 of 31
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Update Task b4

Tazk Marme * Piaject Narme
Create Temgplate for User Manua Employes Timesheet
Start Date * End Date *
[ 05-Dec-2024 =] 1 25-Dec-2024 (=]
Task Type Task Status
Eillable In Progress
Description

Create Template for User Manual

Task Assignees * Attachment

EBilly Jonas
T s | | Choosa Files | No file chosen

25 = 15Min, .5 = 30Min. .75 = 45Min. 1 = THour
= No atachments available

Estimated Hours for Billy Jonas

312

If the task is assigned by someone else (Reporting Manager, or Project
Manager), only the edit option will be available, while the delete option will
disappear. Additionally, the edit option in this case will be limited to
updating the task status only. After making changes, click Update to save

or Cancel to discard the modifications.

Tk SRabui

AR Pl

+ No sEschments svmlsble
5 = TEMEA, 5 = JOMER, TS = 450 1 = THow
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2. Delete Icon: Clicking on the delete icon shows two options:

Beyond Key

If the task has associated time logs, you cannot delete it.

If the task has no associated time logs, you can delete it. To confirm you will

have to click on the okay button, or you can cancel the action. (As shown in

the below images)

Task Deletion Not Allowed

* Delete Task X

This Task cannot be deleted as it contains associated time logs Are you sure you want to delete this Task

www.beyondkey.com
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TimeLogs Module

The timelogs module comprehensively details the time logged for various tasks and projects.

As shown in the below image:

= Timelogs

EI 4 > Dec5, 2024 - Dec 21, 2024

Projects

Emplayee Timesheat

Tasks Task Type Description

Project Name

Employee Timesheet Prepare user manual Mot Submitted, (__ Ballable 1 Hrs 20 Mins L Ve [H_'

— o

Here is an overview of its features and functionality:

1. Dropdowns, Description Bar & Timer Feature:

Beyond Key

Projects Dropdown: By clicking on the dropdown, you can select the project

for which you want to log time.

Tasks Dropdown: By clicking on the dropdown, you can choose the task you

want to log time for.

Task Type Dropdown: This is an auto-updated (disable for entries)
dropdown based on the selected project and task details, displaying the task
type, such as Billable or Non-Billable.

Description Bar: By clicking on this field, you can add details about the task

for easier identification.

Start Timer: The start timer feature lets you track time spent on a task before
starting work. To use this feature, you must create a project first and then, its
associated tasks. Once the project and task are set up, you can begin the timer

by selecting the respective project and task.

Page 20 of 31
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o Start Timer: It initiates task timing, which can be stopped by clicking

again. As shown in the below image:

Start Timer

00:00:00

o Pause Timer: Users can pause the timer if they wish to take a break during

the task by clicking on the pause icon.

o Resume Timer: Users can resume a task after a break by clicking the
"Resume"” button. The resume icon is visible only on the day the task was

created, as shown below:

’
\
\

Lv)

"
|
/

2. Calendar Range:

A weekly calendar range selector allows you to set a date range for submitting
timesheet entries. The start-pause-stop timer option is available only for the current
week's entries, not for past weeks, helping you efficiently manage and organize time
entries. Use the forward and backward icons to view other week details. This feature

ensures accurate tracking of work within specific periods, as shown in the image

below:
¢ >  Dec22, 2024 - Dec 28, 2024
Beyond Key Page 21 of 31
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3. Details Grid:

The grid displays task information, including Project Name, Task Name, Description,

Status, Task Type, Logged Time, and available Actions. As shown in the below image:

Project Name Task Name Description Status Task Type Logged Time Actions
Employee Timesheet Prepare user manual (th Submltted) ( Billable ) 2 Hrs 20 Mins @ f @'
4. Actions:

e Edit Time Log Entry
The edit option allows you to modify specific fields like Logged Minutes and
Description. Project Name and Task Name are available as dropdowns, while

Task Type and Estimated Hours remain non-editable. As shown in the below

image:
Edit Time Log Entry X
Project Name Task Name
Employee Timesheet w ‘ ‘ Prepare user manual v
Logged Mintues Description
0 ‘ ‘ What are you working on ?

Click "Update" to save changes or "Cancel" to discard them. As shown in the

below image:
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Delete Time Log Entry
The delete option removes the time log entry permanently. As shown in the

below image:

Delete Timelog X

Are you sure you want to delete this timelog?

CANCEL | pal=E=gy=

5. Submit Button:

After completing the timelogs, click the submit button to send them for review.

Beyond Key

=3
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Timesheet Module

The Timesheet module is designed to display the status of submitted timesheets, categorized
as Approved, Pending, or Reject. Additionally, reporting managers have the authority to
approve or reject timesheets submitted by the project team members, but only for the

projects where they serve as the reporting manager.

My Timesheet Section

This section shows all your submitted timesheets, including their statuses and submission

details. As shown in the below image:

Employee Timesheet &

= | MyTimeSheet | Team TimeSheet

Dato Range Status

| Dec 1, 2024 - Dec 7. 2024 Pending |

Key Features:
o Timesheet Status Categories:
o Approved: Timesheets that have been reviewed and approved.
o Pending: Timesheets awaiting your review.
o Not Approved: Timesheets that have been rejected.

o Date Range Display: Displays the weekly date range for each timesheet

submission, providing details of the tasks submitted for that specific week.
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In “My Timesheet”, clicking on a date range navigates to the detailed timesheet page,

where you can view the status details of the submitted timesheets, as shown in the image

below:
Time Sheet Details - Alan Hathaway X

Projects Status Task Type

Mon 12/30 Tue 12/31 Wed 101 Thu 1/02 Fri 103 Sat 1/04 Sun 1/05

Options on the Details Timesheet Page:
o Status Dropdown: Filter tasks by status (Pending, Approved, or Rejected).
o Task Type: Filter tasks by type (Billable or Non-billable).
o Back Button: Return to the previous screen without changes.

e Grid View: The grid view shows the project name, task name, status, task type,

and the timesheet submission dates for the specific week.
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Team Timesheet Section
This section is only for Reporting Managers, enabling them to view and manage timesheets
for their all-team members. It displays employee names and their timesheet statuses. As

shown in the below image:

Employee Timesheet I EA]

| Katake Portman Approvad |

Key Features:
o Timesheet Status Categories:
o Approved: Timesheets that have been reviewed and approved.
o Pending: Timesheets awaiting your review.
o Not Approved: Timesheets that have been rejected.

o Date Range Display: Displays the weekly date range for each timesheet

submission, providing details of the tasks submitted for that specific week.
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Clicking on an employee's name redirects you to their detailed timesheet page. As shown in

the below image:

Time Sheat Details - Natalia Portman

¢ [ 3 Mon12/2 - Sum 12008

Employes Tamesheet

Craate Ternplane for —y
Employee Timeshest [ Approved ) Bdlable IHTM

Options on the Details Timesheet Page:
o Status Dropdown: Filter tasks by status (Pending, Approved, or Rejected).
o Task Type: Filter tasks by type (Billable or Non-billable).
o Back Button: Return to the previous screen without changes.

e Grid View: The grid view shows the project name, task name, status, task type, and a
weekly breakdown (Monday to Sunday). Use the forward and backward icons to view
other week details. A checkbox feature allows selecting rows for actions like

approving, rejecting, or canceling to return to the main menu.
e Actions Available:
o Approve: Approve the timesheet entries.
o Reject: Reject the entries.

o Cancel: Return to the previous screen.
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5. Setting

The settings section is designed for administrators to configure and manage general and

departmental settings within the application. Below are the details of each feature:

1. General Settings
The general settings allow admins to configure application-wide settings. As shown

in the below image:

Configuration

General Settings

Departments Application Title

X Jack Edward Harris % Michael David Lewis

Attachmen t

o Configuration Details:
o Application Title: Set the title for the Application.
o Admin Picker Bar: Select users to assign as admin.

o Reporting Manager Picker Bar: Select users to assign as reporting

managers.

o Attachment Option: Using the attachment option, you can upload an

image or logo to display alongside the application title.

o Save Button: Click to save all the updated information.
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2. Departments
The department section allows the creation and management of departmental

information. As shown in the below image:

Add Departments

General Settings

— Depsrtment Name =2 |

e The text field of the department name allows you to enter and save the name of a
department. Once the details are saved, the newly added department will appear
in the grid below.

e The grid displays the name of the newly added department and a status toggle
button. The toggle lets you activate or deactivate the department as needed. The

added department will appear in the project form.
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6. FAQs for Employee Timesheet Application

1. What s the Employee Timesheet Application?

The Employee Timesheet Application simplifies time, task, and project management with
role-based access for admins, managers, and employees. Key features include dashboards,
search and filter options, and tools for logging hours, tracking tasks, and submitting
timesheets. Flexible and user-friendly, it boosts productivity and ensures efficient time

management.

2. How do I navigate the application?
e Home Page: Main navigation options.
e Menu: Access Projects, Time Logs, Timesheets, and Tasks.

e Settings: Admins configure application settings.

3. Howdo I create a new project?

Go to Projects > Add Project > Enter details (name, client, cost, team) > Save.

4. How do I create and assign tasks?

Go to Tasks > Create Task > Enter task details > Assign to team members.

5. How doIlog time?

Go to Time Logs > Select project/task > Start timer or log time manually > Review logs.

6. How do I submit my timesheet?
Go to Time Logs > Add hours > Submit for approval > Track status (Pending, Approved, Not
Approved).

7. How do I check timesheet status?

View the status (Pending, Approved, Not Approved) in the Timesheets section.
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8. What visual tools are available?

The project dashboard offers a centralized view of project metrics, enabling efficient tracking
of client details, project costs, team contributions, and task progress. With visual insights
through charts and detailed tables, it ensures streamlined monitoring of estimated vs. logged

hours, task statuses, and overall project performance.

9. How do admins manage settings?
Admins configure general settings, assign roles, and manage departments in the Settings

section.

10.Can I edit or delete projects and tasks?

Yes, if you require role-based access then you can edit or delete projects and tasks as needed.

11.How does Role-Based Access Control work?
Roles such as Admin with full management access, Reporting Managers for reviewing and
approving timesheets, Project Managers for tracking team task progress, and End Users for

logging time, submitting timesheets, and monitoring tasks.

12.How is security maintained?
Role-Based Access Control ensures that users have access only to necessary features,

protecting sensitive data.
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