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Version History                             

 
Version # Date Highlights 

1.0 12/12/2024      This version includes instructions for  

upgrading to Timesheet Pro 365.            

  

Introduction     

Timesheet Pro 365 is a SharePoint-based application designed to streamline time tracking and 

management for organizations. To ensure optimal performance, security, and access to new 

features, it is essential to upgrade the application periodically. This guide provides step-by-step 

instructions for upgrading Timesheet Pro 365 at both the global (tenant) level and site level. 

 

Prerequisites 

 
1. Global Level Upgrade: You must have Global Administrator privileges in Microsoft 365 to 

access the SharePoint Admin Center and upgrade the app.         

2. Site-Level Upgrade: You must have Site Owner or Admin permissions to manage site 

contents and update the app.  
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Upgrading the application at global level      

Note: Only a global admin can upgrade the application. 
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1. Open the SharePoint Admin Centre. 
 

 

2. Click on More features in the left navigation. 
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3. Find Apps and click Open.  

 

4. This will open the Tenant App Catalog – Manage Apps.   

5. Click on the Classic Experience link under the Manage Apps title. 
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6. Find the app to be upgraded: Timesheet Pro 365.         

 

7. Select the app and click Files on the top bar. 
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8. Click Upgrade Store App, this will upgrade the application at the global level. 

 

 Upgrading the application at site level   

1.  Navigate to the site where the Timesheet app is installed. 

2.  Go to Site Contents, click on the three dots next to the app, and select Details. 

 

3. You will see a Get it button, click on it. 

 

4. This will install the newly launched version of the application. You can verify it by checking 

the version and release date options. 


