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Current timesheet

How do I get started?
Under Timesheet, you click on current (it is chosen by default). You are now looking at your timesheet. To get 
a better overview, notice that you can set the column period and the start date (go to date). By setting these 
to your level you want to work on the timesheet on, you will get the best overview of the situation.

Here is a little survey of your options?
 

If you click on the checkbox ‘show all’, then all the projects and activities from the budget will show 
on your timesheet. (If a total budget is made for your department, you have to add projects, activity 
groups and activities to your timesheet (see next post).

To add an activity to your timesheet, click ‘Choose activity’, pick a project type from the list under-
neath, click ‘Show’ to see the chosen project, click on the plus signs to expand the structure with 
activity groups and activities. Pick the lowest level you want to add to the timesheet and click on the 
button ‘Choose timesheet’. You will get the notification that the activity has been added.

Try choosing more activities to the timesheet by repeating the above-mentioned procedure again.
  
Go back to the timesheet by clicking ‘< Back’.

Register hours in the white cells. Go back and forth in the spans of time by clicking the arrows.

How do I add activities to the timesheet?
See the above.



How do I remove activities from my timesheet?
Follow these instructions:

Select an activity by clicking on it in the timesheet so it is marked with blue text.
Click ‘Remove activity’, and the activity will be removed from the list.

How do I send my timesheet for approval?
It is only possible to send a timesheet for approval if the system is set up for it and the period you need 
approval for has passed. Meeting these criteria, do the following:
 

Navigate to the period (month) that contains the timesheet you want to send forapproval. 

To do this, you can either use the second column period or use a date as a reference (go to date).

To send the timesheet for approval you click ‘Send to approval’. 

If this switch isn’t activated, you might need to choose the cells in your timesheet that are  
within the time you want approval for.

What is ‘Days to Hours’?
With ‘Days to Hours’ you can convert days into hours. All time is registered in hours, but this can be 
unmanageable data if your column time is set on ‘week’ or ‘month’.

It is also only in instances where you use these views that the button is active. 

The button works like this:
 

• Select a field in the timesheet and click ‘Days to hours’.

• Enter an estimated number of days.

• You can change the hour per day factor or they will be changed by clicking ‘=‘.

• The system converts the entered amount of days into hours and shows it on screen.

• Click ‘Insert Timer’ and the system writes the number of hours on the timesheet where you 
marked a field at first. 

Timesheet history 

How do you use the history of the timesheet?
This can be used to give you an overview of old timesheets. Primarily you see a status for the individual 
timesheets and perhaps also a note from the approver of the timesheet, that can give you an indication of 
the reason for the status.

For example, you can use the history as follows:

Pick a year you want to see timesheets for, click ‘Show’. (It is only possible to pick years  that have 
timesheets – otherwise, you can see all timesheets in the history.)



The list you get is divided into fields as follows:  

Month – Here you can see what month the timesheet is in. You can also go directly to the  current 
timesheet of the month by clicking on the calendar with the watch in the top corner.

Period – Here you can see which time slot the timesheet comes from.

Status – Here you can see the status of this specific timesheet.

You can find translations of all the icons in the program by clicking on the picture of a book with a 
question mark on it. 
 

Note – If the approver of the timesheet has added a note to some registered hours, the   
timesheet will here have a small icon of a note sheet. 

To see the note, you let your arrow hover over the icon.

 
See a list of the attached approvers by clicking on the icon of a piece of paper in the bottom of the 
screen.

User timesheets 

What is this menu point for?
If you have the rights, you can change the budgets of other users.

How do I get started?
The screen consists of two parts: A filter and a result list.

The filter works like this:

• In the first three parts, you can limit your search to be within Company, Department, and  
Username.

• User date indicates the date you want to see which users were in the Company or the   
Department. A User can swap Company and Department and will only be shown in your   
search, if the date is within the timespan the User was at the chosen spot.

• Click ‘show’ to search within the specified criteria. 


