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The home page of the Timesheet application is the first page where users can access various features related to their timesheet management:

e Status
e My Tasks
e Weekly Timesheet

* Track Time (Daily Time Tracking)

e Approval
e Task Status

Home

Status: Users can view the status of their submitted, approved, and draft timesheets. 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.

L Search this site

SharePoint

-

& My Task

@ Weekly O Daily

+ Weekly Timesheet | + Track Time |  Approval | #= Task status

Year 2024 Q_ search =
Week No Week Client 1 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, 1, ¢
Micro Optics
Tof1 Entries 10 v < 1 2

My Tasks: Users can find all the tasks assigned to them, including details such as allocated hours, tracked hours, and task deadlines.

& My Task | + Weekly Timesheet | =+ Track Time | - Approval | ¥= Task status

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

£ Search this site

SharePoint

Q_ Search =
Client Project Name Task Task T Task . 7T Task Deadline
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

¢=status | & MyTask | + Weekly Timesheet | + Track Time | v Approval | %= Task status

Logas John Taylor
Year = 2024 Week No | Week 20 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  Bijl
Hours Time © 22 Jul 23 Jul 24 Jul 25 Jul 26 Jul 28 Jul Status

Google: Cloud .. ~ MonitorA.. v Networking v 550 84:00 0800 s 0800 s 0800 s 0800 2 0800 2 hhmm s 40:00

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

4 4

-+ Add More = Copy Previous Week 2 Clone .= Save as Template & Draft

For instance, if you spent 8 hours on Monday completing a task and wish to add comments about your work (such as Ul work or functionality

implementation), you can add these comments. If you want to save the timesheet for later submission, click the "Draft" button. To delete a submitted

timesheet, click the "Cancel" or "Cross" icon on the right side.

SharePoint

L Search this site

¢=status | & MyTask | + Weekly Timesheet | + Track Time | v Approval | #= Task status

Log

as  John Taylor

Year = 2024 Week No  Week 30 Week Range  07/22/2024-07/28/2024 < D 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 .. ~ MonitorA..~  Networking v 550 84:00 oz00fs | o800 3 0800 & 0800 5 0800 & hhmm S 40:00
Comments - Mon e
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

Users now have the flexibility to save a timesheet as a draft by selecting only the projects and tasks, without needing to input the hours immediately.

e
see
..

SharePoint

L Search this site

‘=status | & MyTask | + Weekly Timesheet v Approval | ?=Task status

Log

as John Taylor

Timesheet saved successfully

Year = 2024 Week No  Week 48 Week Range  11/25/2024-12/01/2024 < Select Template = Select Template
Client : Project Task Mon Tue Wed Thu Fri Total Timesheet  Billable  Action
25 Nov 26 Nov 27 Nov 28 Nov 29 Nov Status
Sample Client : Sample Project Sample Task v | hh:mm E hh:mm 5 hh:mm E hh:mm E hh:mm E 00:00 X +
Total : 00:00 00:00 00:00 00:00 00:00 00:00
+ Add More 2 Copy Previous Week 2 Clone im Save as Template B Draft

Track Time (Daily Time Tracking): Users can submit hours for a single day by selecting the date, project, and task. They can then enter the time and add
comments by clicking the comment icon. Once the information is entered, users can save the data. Users can add additional hours for other projects or

tasks and save them as well. Finally, clicking the "Submit" button will add the daily timesheet to the weekly timesheet. For example, if a timesheet is

submitted for January 1st, and the weekly timesheet covers January 1st to January 5th, the January 1st entry will automatically be added to the weekly

timesheet.

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

Audit Log

Logas John Taylor
Date = (05/03/2024
Client Project Task Activity Lallscl:cate d l?as::(ke d Tracker '?'ipn‘::t Billable Actiol
Hours Time ©
i B °
--Select-- ~v || --Select-- v | --Select-- ~ 0 Enter time | 8 00:00 |¢
Track Time Loa Time v
4 »

The Audit Log feature in the Weekly Timesheet module allows users to view the complete history of actions performed on a timesheet entry — including

submission, approval, and user details with timestamps.

1. Navigate to the Weekly Timesheet tab.
2. Inthe timesheet table, click on the eye icon located under the Audit Logs column.

SharePoint

L2 Search this site

? John Taylor @
o

?=Status | & MyTask | + Weekly Timesheet v Approval

G Log as John Taylor
Year = 2025 Week No  Week 32 Week Range  08/04/2025-08/10/2025 < | > Show Select Template =~ Show Select Template
Client : Project Task T Mon Tue Wed Thu Fri Total Timesheet Action f_“‘dit
04 Aug 05 Aug 06 Aug 07 Aug 08 Aug Status 09s

Microsoft : Data man... Database Design © E o E o 02:00 Approved + | o

Total : 02:00 00:00 00:00 00:00 00:00 02:00

10f1 Show Entries 10 v < >
+ Add More 2 Copy Previous Week & Clone m Save as Template B Draft

Clicking the audit log icon opens a panel displaying a comprehensive view of the weekly timesheet, including the week range, associated client and
project, task name, and the current status of the timesheet.

SharePoint

Year 2025

Client : Project

?=status | & My Task Week Range

Microsoft : Data man...

Total :

1 of 1

+ Add More

Audit Logs
Client : Project Task Status Action Date Action By Actions
Week Na
L | 08/04/2025 - 08/10/2025 Microsoft:Data mana Database Design Submitted 08/04/2025 John Taylor B
Da
08/04/2025 - 08/10/2025 Microsoft:Data mana Database Design Approved 08/04/2025 John Taylor 5
2 < 1
& Copy

When clicking on a specific action entry, the corresponding week data for that task will be displayed for detailed review.

SharePoint

Audit Logs Week Data
Week Range Client : Project Task Status Mon Tue Wed Thu Fri
04Aug O05Aug O06Aug 07Aug 08 Aug
No
02:00 E hh:mm E hh:mm 5 hh:mm § hh:mm E
| 08/04/2025 - 08/10/2025 Microsoft:Data mana Database Design Submitted
Da
08/04/2025 - 08/10/2025 Microsoft:Data mana Database Design Approved
2
oy

This log ensures transparency and accountability for all timesheet actions.

Approval: Admins, program managers, and project managers can view the approval tab and approve or reject users' timesheets.
Filters such as employee name, month, or week can be applied to retrieve submitted timesheets. Once the week number is selected, the details are
expanded, and approval or rejection buttons are available. After approval or rejection, users will receive email notifications with comments.

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

Task Status: This section allows users to review the status of tasks, which can be marked as open, closed, or ongoing.

Employee Year Month Week
All Users 2024 5/2024 04/29/2024-05/05/2024 7 Q. Search =
Week No 7 Week Employee Name 1 Project Status T
Search Search Search Search Search
No Data Available
00of0 Entries 10 v <0 >

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

Open Ongoing Closed

9/26/2025
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Project  All Task = All Team Member Al Y Q. Search =
Client © Project © Task ﬁt‘:c'_:ted (0 lia;]keTracked T Assigned Ta.. © Deadline 7 Task Status *
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
Infosys 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
1of 1 Entries 10 v <1 2
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