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myTimesheet

This module allows you to:
Å View timesheet activity
Å Modify timesheets

VIEWING TIMESHEET ACTIVITY
Å When you enter the My Timesheet module, youôll see the ñTIMESHEET DETAILò report, which 

provides an overview of all current timesheet activity.
o Click on any of the underlined ñSHIFT STARTò or ñSHIFT ENDò entries to see the 

geographic location where the entry occurred (when this data is available).
o Click on any ñBREAK HOURSò entry to obtain detailed break information for specific mobile 

workers, including the geographic location where breaks started and stopped.

MODIFYING TIMESHEETS
Å Click the ñMODIFY TIMESHEETò button located in the submenu at the top of the screen.
Å Use the menu tree at the left of the screen to select the user or users whose timesheet youôd like 

to modify.
Å Use the calendar icon to enter information in the ñTIMESHEET START DATEò field. This selection 

allows you to specify the earliest date at which youôd like to look up timesheets.
Å Use the calendar icon to enter information in the ñTIMESHEET END DATEò field. This selection 

allows you to specify the latest date at which youôd like to look up timesheets.
Å Press the ñNEXTò button.
Å Click the appropriate ñSHIFT HOURSò or ñBREAK HOURSò entry.
Å At the ñMODIFY TIMESHEETò screen, enter your new timesheet information.
Å Press the ñMODIFYò button to complete the process.


