TECHMNOLOGSTES

Employee Time Sheets

HUMAN RESOURCES

EMPLOYEES - REPORTS (EMPLOYEE TIME
SHEETS)

Ribbon Access: Finance and HR > Employees
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* The Employees listing screen will open.

SELECT REPORTS

* Click on Reports.
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The Time Sheet Reports screen will open.
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Employee Time Sheets

SELECT DATE PARAMETERS

1. Start and Ends Dates:

* Start Date: This will auto populate with the date 7 days
prior to the current date.

* End Date: This will auto populate with the current date.
2. If you wish to change the range, either type in the correct dates or click
on the drop-down arrow in the date field.

% ¥ Time Sheet Reports - BPO: Version 2,1.0.65 - Example Company
- |
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* The calendar feature will open.

* Select the date range that you wish to view.
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SELECT EMPLOYEE

* Click on the search button in the Employee field.

5 Time Sheet Reports - BPO: Version 2.1.0.65 - Example Company - o X
| Home | Equipmentandlocations  Contract  FinanceandHR  Invemtory  Maintenanceand Projects  Manufacturing  Procurement  Sales  Service  Reporfing  Utiities - & x
Ok Back
StartDate 0102017 -
EndDate |30n2017 -
Employee I:I
Summary [ |
Open Windows | | 180ct2018 4

The Select the Employee screen will pop up.

* Select the row of the relevant employee.
e Click on Ok.
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- Time Sheet Reports - BPO: Version 2.1.0.65 - Example Company - o X
| Home | Equipmentandlocations  Contract  FinanceandHR  Inventory  Maintenance andProjects  Manufactring  Procwrement  Sales  Service  Reporing  Utiities - & x
ok Back
Start Date 01 Jun 2017 ».
End Date 30 Jun 2017 -
=) - e ]lx
Employee z
Home |
Summary || = ~ @
ok | Back | Savelayout
EmployeeNumber FullName FirsthName Lasthame SecondName Initials Manager Department
= =
DUTO01 Bianca Du Toit Bianca Du Toit Susan BS CO3 Administrator Tech
[]sra001 BeindaSharmsn  Beinda Sharmsn 8 Bianca Du Toit Tech

HARDO1 Chris Haynes Chris Haynes € Bianca Du Toit Sales

BALOO1 Susan Cooper Susan Cooper Jane s Belinda Sharman Sales

YouDo1 Karlien Young Karlien Young Jessica K

REDOO1 Gearge Reddy George Reddy James B Chris Haynes Tech

EMP123 Carolina Lourens Carolina Lourens £ Bianca Du Toit

TWAQDL Jonothan Twain Jonothan Twain Mark ] Belinda Sharman Tech

STEOO1 Markus Ariliusic Markus Ariliusic M Jonothan Twain

JOHOD1 Michae Johnson Michae Johnson M Markus Ariliusic

co3 CO3 Administratar co3 Administratar 9]

TADODZ Theo Peterson Theo Peterson Peter ™m Belinda Sharman Tech

MUDOO1 Judith Mudzengi Judith Mudzengi 3 Bianca Du Toit Sales

™ Joseph Timber Joseph Timber 3 Sales

EDO1 Ed Jones Ed Jones B Sales

JADO1 Jade Rivers Jade Rivers ] Bianca Du Toit Sales

E987654 Jeff Rivers Jeff Rivers 3 Sales

JOEDOL Joel James Joel James 13 Bianca Du Toit Sales v

(e ,
Open Windows | 180ct 2018

1. The relevant employee will now be displayed in the Employee field.

PRINT DETAIL TIME SHEET REPORT

2. If you wish to print a Detail Time Sheet Report, leave the Summary

check box un-ticked.
3. Click on Ok.
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Time Sheet Reports - BPO: Version 2.1.0.65 - Example Company - o x
Equipmentandlocations ~ Contract  FinanceandHR  Inventory  Maintenanceand Projects  Manufacturing  Procurement  Sales  Service  Reporting  Utiities - & x
Start Date  011ul 2017 -
End Date 310ct 2018 -
Employee | [Belinda Sharman 2|
Summary ||
Open Windows | 180ct2018 4

SELECT REPORT OPTIONS

* The Detailed Time Sheet Report preview screen will open.
* From here you can use the toolbar to View, Print, Export or Email
the Report.

* Close the report preview screen when you are done.
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Detail Time Sheet Report From Date: 01 Jun 2017 To: 30 Jun 2017

Project Ref Project Desc WO Code WO Desc Date Hours Comments

Belinda Sharman

PRIONOD2EZ Project with wark order linked to asset on W00001434 Project with work order linked to 20 Jun 2017 1.00 test billable items on project - for project

cantract assstancontract closure
Total Hours : 1.00
»

Pagelof1 0% o — ) @

PRINT SUMMARY TIME SHEET REPORT

(Tick the Summary check box)
In the Time Sheet Reports screen;

Select the Start Date and End Date.
Leave the Employee field blank.
Click in the Summary check box.
Click on Ok.

> wbd e
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- Time Sheet Reports - BPO: Version 2.1.0.65 - Example Company - o ¥

Home | Equipmentandlocations  Contact  FinanceandHR  Inventory
Ok Back e
StartDate 0102017 - o
EndDate 30)n217 - |
Employee | pI ‘—o

s~

Maintenance and Projects  Manufacturing  Procurement  Sales  Service  Reporting  Utiities - & x

VIEW TIME SHEET SUMMARY

* An Excel spread sheet will open.

* Here you can view the Time Sheet Summary of all employees for
the selected dates.

* Either Close, or minimise the spread sheet screen to return to the
Time Sheet Reports screen.
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