QUICK GUIDE

WEEKLY TIME SHEET MANAGEMENT

InEight’

® LAUNCH WEEKLY TIME SHEET

1. From the Main Menu, select your organization.

2. Select Weekly time sheet from the Progress section.

C-XYZ

Progress

Time center

Weekly time sheet

® ADD TEAM MEMBERS

1. From the left panel in Weekly Time Sheet, select Manage team
members.

(¥) Manage team members

2. Select the team member(s) on the left you want to add.

3. Click on the side arrow to move the select member(s) to the Selected
team members from project area.

Manage team members

Available team members from project Selected team members from project
Q Q
O Title Title
Alejandro Ramirez (IN8-10023) & @
Benjamin Johnson (IN8-10019)
[0 | Brock Hansen (IN8-10012) No results found
@] Evan Salinas (IN8-10011)

4. Click Save.
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® INPUT TIME

1. Select ateam member from the left panel.
2. Select the Add icon in the Employee grid.

3. Select the project and reason code, and then click the Add icon.

PROGRESS

T4 Project Reason codes
105092 - Steel Structure.. ¥ - Work v ® 1o
4. From the new time card row, select a task ID.
Employee
Project ID Projectname  Reasoncode  Reason code description Task ID Task description Plan ID
105092 Steel Structur Work Enter task D or descript
s 105092.1074 - Erect Steel - Heavy
et 105002.1005 - Erect Steel - Light
105032.1006 - Bolted Connections
Allowances. 1050021085 - Earthwork - Materials
5. Input work hours in the date fields.
" Sun Mon Tue Wed Thu Fri Sat _
ourtype 13 14 15 16 17 18 19 °
Standard time g e g e 7 g e 31 ®
»
0 8 8 7 8 0 0 3

6. When finished, click Save.
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® SUBMIT HOURS ® SUPERVISOR APPROVAL
To submit hours in Weekly Time Sheet, select Submit all With supervisor approval enabled, submitted time sheets
hours. move to the approval step.

Supervisors can reject, edit, or approve submitted time sheets.
Submit all hours

o A

* This submits all saved hours for you and any team
members_ Total Double Time Total Overtime Total Standard Time

0 0 16

Display Allowances Equipment

B ®

» If supervisor approval is enabled, a notification is sent to
the approver.

Automatic Time Sheet Approval
Time sheets are automatically approved in the following cases:

+ If the setting Supervisor approval required is not enabled in
Organization Settings

* If an operational resource does not have an assigned
supervisor

» Ifasupervisor enters and/or submits an employee time
sheet

* If a supervisor submits their own time sheet

NEED SOME MORE HELP?

L. '_J Learn more in our Knowledge Library _)" Take a course at InEight U

learn.ineight.com university.ineight.com
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