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@ ADD MEMBERS TO WEEKLY TIME SHEET

1. Fromthe Weekly time sheet page, select+Manage
team members.

(¥) Manage team members

2. Selectthe team member on the left you want to add.

3. Clickon the side arrow to move the select memberto
the Selected team members from project area.

Manage team members
Available team members from project Selected team members from project

Q Q

B Andrew Perry (395489) -
Grace Anderson (2450888)
D Alen Hill (2457497)
I Miniyahil Arekew (998989981) I Susan Cappelloni (SCappelloni)

4, ClickSave.

NOTE: Performing this task when the team member’s
timecard does not appear produces a new timecard for that
team member.
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@ INPUT TIME ON WEEKLY TIME SHEET

1. From the Weekly time sheet page, selecta member.
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2. Selectthe Add icon on the employee grid.
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3. Selectthe Project and Reason codes from the drop-downs.

Project Reason codes
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4, Select@.
5. Enterthe employee’s time where necessary.
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5. ClickSave.

® SUBMITTINGHOURS
1. ClickSubmitall hours.

Submit all hours
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