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Inthe Timesheet application, the home page is the first page, where users can

e Status.
e My Tasks.
e Weekly Timesheet.

* Track time (Daily time tracking).

e Approval.
e Tasks Status
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e Status:Users canview the status of their submitted, approved, and draft timesheets here. To check the status of weekly submitted

timesheets, select the "Weekly" radio button. To check the status of daily submitted timesheets, select the "Daily" radio button.

3t SharePoint

L Search this site

& My Task

'@:' Weekly 'Z:___:I' Daily

=+ Weekly Timesheet | -+ Track Time | - Approval | 7= Task status

Year 2024 Q_ search =
Week No Week Client Project © Status
Search Search Search Search Search
Week 3 01/18/2024-01/24/2024 Microsoft Micro Optics Approved
Week 11 03/14/2024-03/20/2024 Infosys Effort Tracker System Submitted
Week 22 05/30/2024-06/05/2024 Google Cloud Management Submitted
Week 52 12/26/2024-01/01/2025 Infosys, Infosys, Microsoft Effort Tracker System, Defect Tracing System, ¢

Micro Optics

10of1 Entries 10 ~ < 1 >

e My Task- Users find all the tasks which are assigned to them over here along with other details like task allocated hours, track hours,
and task deadline dates.

‘=status | SMyTask | + Weekly Timesheet | =+ Track Time | v Approval | %= Task status

Q_ search =
Client Project Name 1 Task T Task T Task . Task Deadline 1
Allocated Hours Tracked Time

Search Search Search Search Search Search

Microsoft Data Management Database Design 150 00:00 11/20/2024
Google Cloud Management Solution Testing 300 79:30 07/08/2024
Google Cloud Management Monitor Audit Log 550 75:00 12/08/2025
Infosys Effort Tracker System Audit Trail 450 78:00 09/28/2025
Infosys Defect Tracing System Life Cycle 450 19:00 09/30/2024
Microsoft Data Management Unstructured Data 450 06:00 10/14/2024
10f1 Entries 10 v <102

o  Weekly Timesheet : Users can fill out and submit their weekly timesheets here by selecting the "Week" option.

£ Search this site
& My Task | + Weekly Timesheet | + Track Time + Approval | #= Task status

SharePoint

Logas John Taylor
Year = 2024 Week No | Week 30 Week Range = 07/22/2024-07/28/2024 < Select Template  Select Template
Client : Project Task Activity Task Allocated Task Tracked Mon Tue Wed Thu Fri Sun Total Timesheet  Bjl
Hours Time @ 22 Jul 23 Jul 24 Jul 25 Jul 26 Jul 28 Jul Status

Google: Cloud .. ~ Monitor A..~ Networking v 550 84:00 0800 ° 0800 0800 > 0800 5 0800 ° hhmm 2 40:00

Total : 08:00 08:00 08:00 08:00 08:00 00:00 40:00

4 »

+ Add More 5 Copy Previous Week 2 Clone '@ Save as Template [ Draft

For example, if you spent 8 hours on Monday completing a task and want to add comments about what you did (such as Ul work or functionality
implementation), you can add those comments here as shown in the image. If you want to save the timesheet and submit it later, click the draft button. To
remove or delete a submitted timesheet, click the cross or cancel icon on the right side.

L Search this site
?=sStatus | & MyTask | + Weekly Timesheet | + Track Time | - Approval

SharePoint

Log as John Taylor

Year 2024 Week No = Week 30 Week Range = 07/22/2024-07/28/2024 < > Select Template = Select Template
Client : Project Task Activity Task Allocated  Task Tracked Mon Tue Wed Thu Fri Sun Total Timesheet Bj
Hours Time @ 22 Jul 23 Jul 24 Jul 25 Jul 26 Jul 28 Jul Status
Google : Cloud .. ~ Monitor A.. v Networking v 550 8400 og00fe| o800 ¢ 0800 ¢ 0800 = 0800 ° hhmm 3 40:00
Comments - Mon %
Total : 08:00 08:00 08:00 08:00 00:00 40:00
1) Ul
! 2) Functionalityl '
+ Add More = Copy Previous Week B Draft B> Submit

e Track time (Daily time tracking) : Users can submit hours for a single day here. To submit the daily timesheet, select the date, project,
and task, then fill in the time and add comments by clicking on the comment icon and saving. You can add hours for additional projects or
tasks and save them as well. Finally, click the submit button. The daily timesheet will be automatically added to the weekly timesheet. For
example, if you submit a timesheet for January 1st and your weekly timesheet covers January 1st to January 5th, the entry for January 1st
will be automatically filled in the weekly timesheet.

¥=Status | & MyTask | + Weekly Timesheet | =+ Track Time | v Approval | ?= Task status Logas John Taylor
Date = (05/03/2024
: : - Task Task Spent . .
Client Project Task Activit Track P Billabl Act
ient Projec as ctivity Allocated Tracked racker Time illable ctio
Hours Time @
i B
--Select-- v | --Select-- v | --Select-- v 0 Enter time | & E

Track Time Loa Time
4 »

Draft

e Approval: Admin, program manager, and project manager can see the approval tab and can approve the user’s timesheets over here.

Select the filters (Employee name, month, or week) and click on Apply filter icon to get the submitted timesheets then click on the week number, this will
explore the details with approve and reject buttons. From here the timesheet can be approved or rejected accordingly with a comment. Then users will
receive email notifications about approval or rejection along with comments.

& My Task | + Weekly Timesheet | + Track Time | v Approval | ?= Task status

Employee Year Month Week
All Users 2024 5/2024 04/29/2024-05/05/2024 g Q Search =
Week No 1 Week Employee Name 1 Project 1 Status 1
Search Search Search Search Search
No Data Available
0of0 Entries 10 ~ <0 >

e Task Status: Inthis section, you can review the status of tasks, whether they're open, closed, or ongoing.

‘=status | & MyTask | + Weekly Timesheet | + Track Time | v Approval | %= Task status
Open Ongoing Closed

Project = All Task Al Team Member  All ? A4 Q Search =
Client T Project © Task T ﬁﬂzf_:tec’ T l?;]keTracked T  Assigned Ta... T Deadline T Task Status T
Search Search Search Search Search Search Search Search
Microsoft Data Management Database Design 150 00:00 John Taylor, Ale...  11/20/2024 open
Google Cloud Management Solution Testing 300 79:30 John Taylor, Ale...  07/08/2024 Open
Google Cloud Management Monitor Audit Log 550 75:00 John Taylor, Ale...  12/08/2025 Ongoing
Infasys Effort Tracker System Audit Trail 450 78:00 John Taylor, Ale...  09/28/2025 Open
Infosys Defect Tracing System Life Cycle 450 19:00 John Taylor, Ale...  09/30/2024 Open
Microsoft Data Management Unstructured Data 450 06:00 Alex Wilber, Joh... 10/14/2024 Open
1of1 Entries 10 < 1 2
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