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Entering time on Projects with no Tasks Assigned, con’t

Enter the 

date and 

hours 

worked

Click Save.
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Entering time via the timesheet


Click on the ‘timesheet' link.


Entering time on Projects with Tasks Assigned


The “New Project Time,” window will appear 


Select the Project, Task and Role relating to this task as well as the date you are reporting on and add your hours.  Make any notes and click save.


See last page


Are you on the Project Team with Tasks assigned to you?


No


Yes


See next page...


Entering time on Projects with no Tasks Assigned


Entering time on Projects with no Tasks Assigned, con’t


Enter the date and hours worked


Click Save.
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Entering time via the timesheet cont’d

You will be brought 

back to the timesheet 

screen and the time 

you entered will be 

visible.

At the end of the 

week, when you 

have entered all 

your time click the 

submit button so 

that your 

timesheet will be 

sent for approval.
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Entering time via the timesheet


Click on the ‘timesheet' link.


Entering time on Projects with Tasks Assigned


The “New Project Time,” window will appear 


Select the Project, Task and Role relating to this task as well as the date you are reporting on and add your hours.  Make any notes and click save.


See last page


Are you on the Project Team with Tasks assigned to you?


No


Yes


See next page...


Entering time on Projects with no Tasks Assigned


Entering time on Projects with no Tasks Assigned, con’t


Enter the date and hours worked


Click Save.
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Entering time via the timesheet

Click on the 

‘timesheet' link.

The 

Timesheet 

window will 

appear. 

Select the 

“new” button 

next to 

“Project.”

Con’t
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Entering time via the timesheet


Click on the ‘timesheet' link.


Entering time on Projects with Tasks Assigned


The “New Project Time,” window will appear 


Select the Project, Task and Role relating to this task as well as the date you are reporting on and add your hours.  Make any notes and click save.


See last page


Are you on the Project Team with Tasks assigned to you?


No


Yes


See next page...


Entering time on Projects with no Tasks Assigned


Entering time on Projects with no Tasks Assigned, con’t


Enter the date and hours worked


Click Save.
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Entering time on Projects with Tasks Assigned

The “New Project 

Time,” window will 

appear

Select the Project, 

Task and Role 

relating to this task as 

well as the date you 

are reporting on and 

add your hours.  

Make any notes and 

click save.

Are you on the 

Project Team with 

Tasks assigned to 

you?

No

Yes

See next 

page...

See last 

page
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Entering time via the timesheet


Click on the ‘timesheet' link.


Entering time on Projects with Tasks Assigned


The “New Project Time,” window will appear 


Select the Project, Task and Role relating to this task as well as the date you are reporting on and add your hours.  Make any notes and click save.


See last page


Are you on the Project Team with Tasks assigned to you?


No


Yes


See next page...


Entering time on Projects with no Tasks Assigned


Entering time on Projects with no Tasks Assigned, con’t


Enter the date and hours worked


Click Save.
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Entering time on Projects with no Tasks Assigned

Click 

Search

Select the 

Project to add 

time to.

Select the 

Task to add 

time to.

The “New Project 

Time,” window will 

appear

Are you on the 

Project Team with 

Tasks assigned to 

you?

No

Con’t
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Entering time via the timesheet


Click on the ‘timesheet' link.


Entering time on Projects with Tasks Assigned


The “New Project Time,” window will appear 


Select the Project, Task and Role relating to this task as well as the date you are reporting on and add your hours.  Make any notes and click save.


See last page


Are you on the Project Team with Tasks assigned to you?


No


Yes


See next page...


Entering time on Projects with no Tasks Assigned


Entering time on Projects with no Tasks Assigned, con’t


Enter the date and hours worked


Click Save.



