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Entering Bulk Timesheets

1. Select Home > My Administration

a LGSR L T GTE SRR Tl Hvran Resources System

# Home | Timesheets
My HR

My Leave

My Team

My Approvals

Bulk General Timesheet
My Pay

My Admirestrabon

Figure 1: Home > My Administration > Bulk General Timesheet

2. Select Bulk General Timesheet

General Timeshe‘e’t

Current as at :  |04-SEP-2020 T Leave Blank 10 display all Timesheets

Search

) enter an empiayee Himeshet
Existing Timesheets
Not Submitted (0 timesheets)
Submitted (Not Approved) (0 timesheets)

. Rejected (0 timesheets)

. . -

Figure 2: Bulk General Timesheet Summary

The menus below the heading Existing Timesheets can be expanded by clicking on the Expand All option or
by clicking the plus sign %] to expand individual menus.

1. Before creating a new bulk timesheet and with reference to Figure 2 above, you will need to:
O Enter a date in the Current as at: field that will encompass the timesheets you need to enter

® Select Click to enter an employee timesheet

2. You will then be presented with a current list of staff who work in your area and have valid
occupancies. The list will look similar to the screen shot in Figure 3: Employee Selection List. Select
a staff member by clicking on their Person Id number.
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General Timesheet

Active Jobs Displayed
Current as at: 04-SEP-2020

Please select the employee you wish to enter a timesheet for

. Al02-
. Azsocizte AEE. Workplace
1 g o4 Duck, Dionald 850650 T = Leaming Team CASM 2104-
CO00-
1 g | o4 T e gooesp | Associate AEE Workplace | 0p oy 31133-_
— Teachars Leaming Team
0000
1 g | o - gsogsq | fIsociste AEE. Workplzos | oy g:gf-_
s L— : B Teschars Leaming Team conn-

Figure 3: Employee Selection List

3. After selecting a valid job, the General Timesheet will display. The timesheet can be separated into 3

sections:

General Timesheet

Job  Position  Position SchoollSection Employrment Start Date End Date Accoumt  Contract J—

No  Noo Title No Howrs
e e Casual A102-
04 Gopesp Assocate ASE Workplace  gooionc  17.0CT2018  30-SEP2020 3104 35 o
Teachers  Leaming Team Teacher 0OD0-
Start Date for Timesheet: 04.SEP.2020 °
New Timesheet for Duck, Donald (11130589) Status = NEW
W Work Nato Day Umitn Pay Coda
] [
| |
o]
] || .
o]
1 1 | 1 <
icmt] L | [ |=
o] I

Timesheet Summary Detalis

# Show Job 04

Figure 4: General Timesheet Entry

Section 1 — Job details

Provides is a summary of the employee’s job information and the start date for the timesheet.

Section 2 — The timesheet entry matrix

e The delete button IEM will delete the entire row of the timesheet
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e The Work Date field can be entered by typing or selecting from the calendar button. This date must
be from the start date of the timesheet and within the Start and End dates of the job. After entering
the date, if you use the Tab button the keyboard, the Day will appear.

e The Units that you enter are appropriate to the pay code. The units will be hours in decimal format.
For example 1 hour and 15 minutes will be 1.25 units or 1 hour and 45 minutes will be 1.75 units. To
enter whole hours, you only need to enter the number eg 3 or 7, you do not need to enter 3.0 or 7.0

e To select a Paycode click on the down-arrow icon B beside the field. This will open a pop-up window
that will display all the available paycodes. To select a paycode, click on the paycode and this will
place the paycode into your timesheet.

Section 3 — The Timesheet Summary details

The summary can be viewed by clicking on the show job link or by clicking the plus sign

As shown in Figure 5, this provides you with a summary of the timesheet. You can include comments for the
approver by adding them to the optional comments box at the bottom of the form.

Timesheet Summary Details

This Trsesheet stimate Remainder of Allocated Estimate
JobNo Poskion THle PayCode AwardClass/Siop  Pay Rate Units  Indicesive Volue |1 ; Units Indicative Valua

Totals for Job 04

Timoshest 10 be approwsd by

Add optional comments
for the approver:

Figure 5: Timesheet Summary Details

4. Select Save after completing the timesheet. You will receive the following message.

General Timesheet

Timesheet for Duck, Donald

Done. Timeshest details have been saved.

Back to Employee List
Back to Timesheet List

Figure 6: General Timesheet Saved

At this point you can go back to the Timesheet List (Figure 2: Bulk General Timesheet Summary), or return
the Employee List to enter a timesheet for another employee (Figure 3: Employee Selection List).
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5. Selecting Save and Submit will elicit the following message:

Bk 1o Empuyes L
s

0 Tmveshiost Lisl

General Timesheet

Timesheet for Duck, Donald

Duns_ Troeshesl detais have bess sayed and submitisd for apoeora

Figure 7: General Timesheet Saved and Submitted for Approval

Any warnings received will not stop the timesheet from being submitted.

Timesheet Maintenance

Maintenance can be performed on the timesheets from the timesheet list.

To remove one or more timesheets, select the Delete checkbox against the timesheets that are to be

deleted.

Select the Delete Timesheets button below the listed timesheets. A dialog window will be displayed to

confirm the deletion.

Existing Timashests
Expand AR | Collapae AN

1 Mot Subrnfled (3 lenesheets)

Bat o1 HESD15

Hecord I Job No  Emgloyee No  Namne

Bobars, Garlgld B1Aubam 300N 7003 12.FEB- 2000 76

StutDate  EndDate  Total Unts Subined Appr oves
[T HES015 Boyrolt, Geoteey

832 o1 HESD27 Kasten, Gary F0MAN-2009 12.FEB-2000 78 [[]  HES015 Boyrolt, Geotrey |
/34 o1 HESO34 Sahxa, Momoko F0-34-2009 1 2-FEB-2000 74 [C1  HESD1S Boyuod, Gaothey [
| Mk AR Tnesheets Sutndt Selected Defete
l for Subessson Te L
= Subenitied (Mot Appeovy
Microsoft Intermet Explorer
FeceediU Job No Exvd Date Total Untts  Type Delote Usisatunit
[PL] o 3/ S 60 sirn you wrk b Delete 2 twesheetsy 09 2B-AN-2000 76 New 0o n
826 a1 09 20-JAN-2009 68 Niw ] [l
827 a o J[ e | 09 20-4AN-2008 70 estes [ [
a8 0 — 09 20-JAN-2000 69 Upoad) - [l
29 o1 HES7 irsten, Dary 16-JAN-2009  20-JAN-2000 69 sy ] .
830 o HESIR Hamenond, Wally J0-JAN-2009 12-FEB-2009 79 Ny ™ l
Dot Unsuted
Termshesty Terwshewts

Figure 8: Deleting Timesheets
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Pearson HESUO01, Brian Lsa
ot 01, Top Manager

Click OK to confirm. A confirmation message will be displayed:

General Timesheet

Currortas ot [Fie] Leave Blank fo cisplay all Timesheets
Microsofl Indernet Explorer
1L 10 fsr G0 empliges ke shps ch

1 Succaw Tamshent hangms have beer agpimd,
Existing Timeshests .A o

Expand All | Collapuw AN

= Not Sutanitted (2 thneshoots)
Feconl i Jub No Emgloyes No  Name St Date Eovt Do Total Lists Samtarit Appt over Dedate
121 01 HES001  Swphenaugh 18-DEC-2007 20-DEC-2007 21 [ HESI0000 Too Marsger 1
124 0 HES00? RahulDwawd  17-DEC-2007 20-DEC-2007 28 [71  HES12000 Lewst i Mansasr ]
Nk A Tinachents Setnvd Seoected Deobea
for Subsrenyon Terwahoets Troestents |
Figure 9: Delete Timesheet Success

Submitted and Rejected timesheets cannot be edited directly. Only Not Submitted timesheets may be
modified. To change Submitted or Rejected timesheets, they must first be switched back to a status of Not
Submitted. This can be achieved by Unsubmitting the timesheet - this option is only available for Submitted /
Rejected timesheets.

Select the Unsubmit checkbox against the timesheets that are to be unsubmitted, then click the Unsubmit

Timesheets button below the listed timesheets. A dialog window will be displayed to confirm the unsubmit.

= Wt Sutunimod (2 timeshests)
RecordiD Job No Employee Ho  Name Stant Dot End Dote Total Lhults Sutanit Approver Dedete
122 m HES003 Etephen Wau, _ £1000¢ ]
124 m HES007 Rahul Dessid 812000 Lowsd 1 Manzasr  [7]
9 Setard Selecied Doben
\,/ Ore you SUre you want 10 Unakest | trreshaet? Terwztmets Trvesrawts
= Submtted Mot Appeoved) (1 tmesheet) [ concal |
Hecord i Joh Mo Employee e Nume St Date [ Totallhats  Type Diedete  Unstitann
82 n HES002 AlanBorger  17-DEC-2007 20-DEC-2007 8 New 1 2}
l [ l l Undnt J
Teshests Treaheets
Figure 10: Unsubmitting Timesheets
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Click OK to confirm. A confirmation will be displayed.

Ferson: HESDD1, Brian Lara
ot 0, Tep Nanager

General Timeshaet

Cument as at |

[fits] Laave Blani 1o dispiay @b Timeshests

A Suctmes) Termesteat dhanges have beer syt

Existing Timesheets

e ]

Expand Al | Collapwe AD

= Mot Submmtted (3 tmeshests)

Recotd I Jab Mo Employes He Narse StutDate Bl Date

Total Uets Subenit Appi over

Dedesn
F3 o0 HESDD2 Al Bordet VT-DEC-2007 20-DEC-2007 28 [0 MEZ10000 Top Mensget 0
133 ot HESDD3 Etaphan Waugh 18-DEC.2007 20DEC-2007 H ] HES10000 Top Menags! Cl
1 0 HES007 RatulCrad  $7-DEC-2007 20-DEC-2007 28 [0  HES12000 tél | Monpaee  []
Mk A Tinscheets Sutend Sevected Desse
vl | | mesess |

< Sulunitied (NG App oved) 10 tamesieets)

Figure 11: Unsubmit Timesheets Success

To submit one or more timesheets, select the Submit checkbox against the timesheets
that are to be submitted. Click the ‘Submit Selected Timesheets’ button below the listed

timesheets. A confirmation message will be displayed.

Person HESDO, Brlan Lara
Jo 01, Top Manager

General Timesheet
Cumertasat.|
Seorch |

L order i mahe

@ Leame BGank 1o $opliey ol Timesheets

Sprass! Tamsreat hanges havw been acghed .
Existing Timesheets Jl :

Fapand AN | Collapsn AR

= ot Satenttodd (2 nesheets)

Bacord i Job No Esrgdayes No Hanw St Date  BvdDate Total Doks Subost Approver Dalinn
B2 n HESG0Z  Alan Boraer 17-DEC-2007 20-DEC-2007 28 [ HES10000 T Manansr r
B FE] o HESO03  Waoph, Stephen Rodger 18-DEC-2007 20-DEC-200% 21 02 O
Mark A Tmesheets Suonk Sebacted Detets

1ot Subristion 4] Tinecheets ] I Tinashasts

|

Figure 12: Submit Timesheet Success
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Timesheets that have been unsubmitted and subsequently re-submitted will be highlighted in the Submitted
section as updated.

Persore HESOUY, Brian Lara
S 01, Top Manager

General Timesheet

Cutrért bs o T :] Leawe Blank to deplay 8 Timesheels

Saerch |

Clitk o srter an pmpkyes fmeahaal <l ol 3 trnestwet

Exigting Timesheets
Caprand All | Collapse AN

(£ Mot Subeniftod {2 meshiests)
< Subinitted (Mot Appeoved) (1 Tinashwet)

Rocord D Jobi Mo Emgloyes o Noaime Stat Damn Frul Date Total lits  Type Dolote  Unsubiuit
124 1 HESOD? Rahui Dravd 17.DEC-2007 IG0EC- 2607 28 Updatod | &

Oente Urauted

| Toesheats | | Tisecheets

Figure 13: Timesheet Summary - Submitted Timesheets

To view or edit a Not Submitted timesheet, click on the appropriate Record ID link. This will re-display the
job selection screen. Any jobs for which entries have already been made in the timesheet will already have
the Select checkbox checked. These selections cannot be unchecked. However, additional jobs can be
selected to be included in the timesheet.

Parstn HESDOT, Desan Lats
Jotx 00, Top Manager

General Timesheet
Modty Thnesheot for Waugh, Stephen Rodges (HESO0))

Camront as ot 0 1L.JR.- 2008

Job Postion  Posltion Etnploytisent Accown Contract
W." No Titte CLowl Stais Awad Chssification Start Date Bl Dite &N«lm Hows's Agge e
1 01 MESII000 Lewwl!  MES Projects Cleved Pemanent Execulive M3m3gar 01-2AN-2006 31-DEC-2049 123456 40 HEE10000

Manager Ta
] 02 MESI2110 Employes MES Projects Clevel Casual Adminestraton Clencal 01.SEP-2007 31-DEC-2049 AV 3T 4
HAowird Officor
[ Setectali Jobs |
f Conteesn | [ Clwar |
Back o Emploves List

Backio Timeahoel Lisl

Figure 14: View or Edit a Not Submitted Timesheet

If the employee has only one job at the recorded Start Date or all jobs already have entries in the timesheet,
the job selection screen will not be displayed. Instead, the timesheet entry screen will be displayed directly.
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Persons MET0 12, Aes Srenert
b1 D1, Level 2 Manager

General Timesheet

L1] PES0000T  AsmeGffcer  tegher B Servaes Praect I arved WEE] Cawfraser OL-AL-700% 21-06C-205%
Start Date for Tumeshoet: 10-14AY- 2010
Hew Timesheont for TmkyWinky Tulytubby (HES101) Status « NEW
= ﬂﬂﬂﬂﬂﬁﬂﬂﬂﬂEE

wmar-z0% | S| e |M[=a | B )| ) - | 2
3] E] nuaron | SENTe oy |Hinn Epie |5 ] = TR |2
@ 8 ) | | | | = )<} £
g g =5 F. | ;| ] E| 2 11 |
g B8 | - | L - 2 F-}
(53] [ e ngibm | [Fetesr | [ Srsdresests | 033w [Coee ]
Temesheet Summary Datads
7 Jade 308 01

PRSI overal Estioate | TONSSNRSSIRIN det of Allcated
Wmmwmmm-m-_ units Ledicatove Value
W agrn e GAL "3 /el (0 09331 1000 EEERSEE ¥ EE—r] |
Tatals for o5 01 HA0 ezwll_-—

Figure 15: Timesheet Entry Display

The timesheet entry screen can be used in the same way as when first entering the timesheet.

Submitted Timesheets

On submitting a timesheet, it will be split into a separate entry per job as each job may have a different

approver.

General Timesheet

Current as at: I:I vI Leave Blankto display all Timesheets

Click ta enter an emploves timesheet Click to copy atimeshest

Existing Timesheets

Expand All | Collapse All

[+ Not Submitted {2 timesheets)
= Submitted {Not Approved) (3 timesheets)

Record I Job Ne Employee No Name Start Date End Date Total Units  Type Delete Unsubmit
124 01 HES007 Rahul Dravid 17-DEC-2007  20-DEC-2007 28 Updated Pl Pl
441 01 HES003 Waugh, Stephen Rodger  01-JUL-2008  01-JUL-2008 & e il O
441 0z HES003 Waugh, Stephen Rodger  02-JUL-2008  02-JUL-2008 5 Mew P Pl
Delete } [ Lnzubmit }
Timesheets Timesheets

[+- Rejected {1 timesheet)

Figure 16: Submitted Timesheet with Different Approvers
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To view a Submitted or Rejected timesheet, click on the appropriate Record 1D column.

This will re-display the timesheet entry screen in a read only mode. Only the timesheet entries relevant to the

selected job will be displayed.

Gl ) ety
1 e Low > “grwe 52 Sarsome Sragest B ol 22 Anerd =251 Cosmforsas 352000008 5305C-0@

Start Date for Timwshewt: 13- L8 -J00%

Submutted Vemesheet for Genffrey Soycott (HES815) Status = SURNITTED

e =2 e e e e A e el .
N-AR-08 M L LS =
IS B e e 9 L3 L
*LL-20M @B ey w8 A |
Ravae N 80 Ay Sbte 2 LN |
GIRCI00 St SROF IRSE Sm B pEs L
WAGI0F B fE0C R L O A &=

%
]

Tunesheet Sanmary Detalés
= Mle b 33
| Overet txtrate  IOOMERSKME < 2o 4 A
G  Soows S -5 e LS w EEAN T E—-——y ]
2eals W 20 0 @ o2 o2 N0 .

Figure 17: View a Submitted or Rejected timesheet

To unsubmit the timesheet, click the Unsubmit button. This option will only be available for Submitted or

Rejected timesheets.

Once a timesheet is approved, it will appear in the Timesheet History option, which is available from the

menu.

Copy a Timesheet

Bulk timesheets also includes a facility to copy timesheets. To copy a timesheet record, a Start Date must

have been entered. Select Click to copy a timesheet and the following screen will be displayed:

Person: HES012, Alec Stewart
Job: 01, Level 2 Manager

General Timesheet

Current as at: 10-Jul-2010
Copy From Copy To
employee:| | Zlemployee| |X

Back to Timesheet List

This page was produced May 24, 2011 08:50 am by program WEKE2ED {revision 12.8)

User Preferences

Figure 18: Copy a Timesheet
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To select an employee to copy from (i.e. a current team member having a timesheet covering the selected
start date), enter the required employee or select from the Copy From Employee drop down list and the

following screen will be displayed:

Person: HESOD1Z, Stewart, Alec
Job: 01, Level 2 Manager

hes kesting of links

General Timesheet

} List Of Values: Employee - Microsoft Internet Ex...

i\)Back \._;J @ @ \f_;j pSearch

=1

» il?, .

Current as at: 10-JUL-2009

List OF Values: Employee

) (G2)

Langer, Justin

Technical
Consulkant

Higher Ed Services
Projeck

Copy From ||5#’°
Empluyee:l |ﬂ Employee: .
Eack ko Timesheet Lisk HESOz0
Thiz page was produced Movember 02, 2010 07134 am by prog|
User Preferences
@ Dane

‘ﬂ Local intranet

Figure 19: Select an employee to copy from

To select an employee to copy to (i.e. a current team member), enter the required employee or select from
the Copy To Employee drop down list and a dialog screen will be displayed similar to Figure 19 above.

Select a Copy To employee or tab off the Copy To Employee once an employee number has been entered
and a summary of the Copy From Employee’s timesheet(s) by job will be displayed:

Person: HESO1Z, Stewart, Alec
Job: 01, Level 2 Manager

hes testing of links
General Timesheet

Current as at: 10-JUL-Z009

Copy From Copy To

Employee: |HESD2D |ﬂ Employee: |HESI315

| H

Technical Consulbant Higher Ed Services Project #4++*

Copy Timesheet

Back to Timesheet List

Job Mo Title Clevel Record ID |Start Date| End Date |Total Units|Copy to Job Mo
Description

10-JUL-2009 14-ALG-2009 45

Figure 20: Copying a Timesheet summary
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Enter a job number for the Copy To Employee against one or more of the Copy From job summary lines.
Alternatively, select from the Copy to Job No drop down list and the following screen will be displayed:

Person: HESO12, Stewart, alec
Job: 01, Level 2 Manager

hes testing of links
General Timesheet

Current as at: 10-JUL-2009

Copy From Copy To
Employee: HES0Z0 j Employee: HESO01S ﬂ

23 List Of Values: Job - Microsoft Internet Explorer, E]

IOEECEN O O B @6 P [mEmem

Technical Consulkant Highg a5 j
List OF Valves: Job Il
Copy Timesheet [+ | [ Close | L
Back to Timesheet List
Sachin Lmesieet LR 10B|PostTion NofPosTIoN TITLE|CLEVEL
This page was produzed Movember 0 01 HES1Z220 Supervisar Higher Ed Services Project =
s
User Preferences @ Daone ‘ﬂ Local intranet

Figure 21: Copying a Timesheet - Job Selection

Each Copy To Employee job can only be assigned to one job summary line.

To copy the Copy From Employee’s timesheet entries to the Copy To Employee, click on the Copy
Timesheet button. This will open the timesheet entry screen and load it with the Copy From Employee’s
timesheet details but against the Copy To Employee:

[Pevsont WESDIZ, Tawart, Hec
b D1, Level 2 Macaer
[z tehee of b
[Getiecd Tanesheet
MESLZ220  Sugervicor  Migher Ed Servies Project Fermarent »cs yes2 DE-MN-2003 71-0EC-245 WESI04 Tendbar,
Cesshiation Sackan Ravads
Start Date for Timesheet: 10-3UL-2009
[Sew Timesheet for Boycett, Geolfrey (MESD1S) Sabys = NOW
B [oxnzom Hire [ Snw (Y- |
g 12383000 L_H'" :m.oc Elimoo [ Boco e _?_; w18 =
g B swos |[EE jwe Hirw How |8 = w3 |
g B oxas EE" oo (Hiow Zow o 5! w |2 £l
g B jrasxn |BEEM jmeo |Hineo [Hocwo e =l w18 =

Figure 22: Editing the Copied Timesheet

From this point, the process operates as per a standard General Timesheet entry.
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However, an important point on the copy is that the entire timesheet will have been copied for the Copy From
Employee job and may include entries that are prior to the selected start date. These entries will need to be
corrected or removed from the copied to timesheet.
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