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|l ntroducti on

Welcome to th@imesheet Pro 365 User GuideThis comprehensive guide provides a diggstep overview

of how to install, configure, areffectively use the Timesheet Pro 365 application within the Microsoft 365 and
SharePoint environments. It is designed to help administrators, managers, and employees efficiently manage
and track timesheets, streamline project workflows, and boost praducti

Inside this guide, you'll find detailed instructions on setting up the application, configuring key settings, and
navigating the platformbés core features. Whether
reviewing timesheet submiss&ror an employee logging your hours, this guide will help you get the most out
of Timesheet Pro 365.

By following the steps in this guide, youdoll ens
in enhancing time management and projeckirgcacross your organization.

Ver si on History

Ver si Dat e Hi ghlights

1.0 10/ 18 This release includes the
as the old Office 365 Tim
1.1 02/ 20 Copy from PrevAdded Taommeme
Previ ous fTd arteuwsrhee,etal | owi n
data from a previous ti me
efficiency in timesheet n
1.2 01/ 13 Daily Ti meslrteto Repedta n
provideted det &y breakdow
hours, enabling better tr

admins and manager s.

Mi ni mum DaiAldyd eldo wr £:onf i gU(
mi ni mum daily work hours,
and alertingtbeaptolyeggewh
the required threshol d.

Empl oyee/ Manager Ragileocadnr
Prevbotutsons to the right
seamless navigation betwe
for easier access to hist
1.3 01/ 13 Mi ssingl Répodtuced a feat U
manager snitssithrgadk mesheet g
identification of submiss
empl oyee activities.
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05/ 20

Emai | Notification for Mi
Admins and Managers can n
remi ndmeirssifrog ti mesheets
Admins can notify Manager
entries, while Managers c
hel ping ensure timely tin

Weekend Ti me FEAntnreyw Septttiiom
Ti me sSheetetti ngs al |l ows admi
tracking on specific week
unavailable for entry 1in
providing organizations W
weekend ti mesheet policie
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to
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a
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ma
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ma
ca
s e
of

ay Cal endar A nneGe n'eH
dar" tab has been ad
s can add, edit, and
SharePoint | i Bat aHbm
rras t oeos heepts poang e hte
ected date is a holi
r Managenme nto gAgcl cee stsh:a t

ersdé permissions in

abled, managers can mo
ager, posing secmanage
nly manage empl oyees
i ty. Managers can st
e toggle setting.
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Bul k DPelneetwe :f eat ure all ow
mul tiple records at o nocre
safety. This is implement
Project Management, Per mi
modul es.

08/ 06

Empl oyee ProWecha®Rel abhioa
feature to manage and def
empl oyeexctand opr ejnehanced
With this wupdate:

RolBased Ampe Dyees can no
only with projects assign
relevance and confidenti a
Admi n CoAdtnrionliss:it r at ors <ca
frégmttings > Gener al Sett
Sett.ings

Project AAswBmpilemytee Pr o]
menu al | cawnsd andammiangsea si |y &
to specific employees.




Login to Microsoft 365 or SharePoint

1. Navitg@mhtve cr @6I6d gpiam s it migeR Lhttps://www.office.com/

=. Microsoft | Office Products v Resources v Templates Support My account All Microsoft v~ Signin \9;

Introducing Microsoft Copilot: Meet your everyday Al companion for work and life. Learn more >

Office is now Microsoft 365

The all-new Microsoft 365 lets you create, share and collaborate
all in one place with your favourite apps

Sign up for the free version of Microsoft 365 >

2. Ensuhteluesiels o gigetdide cr @6&m ¥ i r avn rhéreedentials.

Sign in

someone@example.com

Can't access your account?

Back Mext


https://www.office.com/

Ignatiuz
& jamee.solis@ignatiuzsoftware.onmicrosoft.com

Enter password

Forgot my password

3.0pening the SharePoint Site: Enter the URL of t
access the site

4 Open your SharePoint site where you have instal

Hello, Mason Wells (ymin
imesheet Pro 365
T Welcome to the Timesheet Portal, your tool for easy tracking and management of work hours

Record your time and monitor your project progress effortlessly.

B Dashboard

B
9 s i 2 o
© User Management Track Your Work Hours with Ease A
B Project Management Efficiently track your work hours with our easy-to-use timesheet system. CreateProgect Crent Task
Whether your tasks are billable or non-billable, our platform ensures accurate
& Manage Permission logging of your daily activities, streamlining the process for both employees
and management. @
[ Document Management ' @ Cz_)
’ Employee FAQ

E Reports

=] Daily Timesheet Report

=4 Missing Report 4 7 1 1 2 Add Shortcut

@ Settings
Total No. of Total No. of Tasks Total No. of Active Total No. of

Projects Employee Timesheets

(0] App Information




User feonisAfeacre s s

All users accessingimesheet Pro 365nust haveEdit andContribute permissions. To grant these
permissions to users or groups, follow the steps below:

1.
2.
3.
4.
5.
6.

In the sidebar, sele&ite Permissions
Click Newto add users.

Click Shareor Add to confim.

SharePoint

Click the Settingsicon inthe topright corner of the SharePoisite. Aright sidebar will open.
Under theMembers section, click on the relevant group (e-gmesheet Pro 365 Membgrs

Enter the email addresses of the users or groups you want to grant access to.

PERMISSIONS

® &% Permission Level
& on Levels
ar oo R &
+ &8 [2% Access Reguest Settings
Grant Create ove Ust Check
Permissions Group  Permiss ermissions  Permissions [T Site Collection Administrators
Grant Check Manage
(] Name Type
(] Timesheet Pro 365 Members SharePoint Group
(8] Timesheet Pro 365 Owners SharePoint Group
(] Timesheet Pro 365 Visitors SharePoint Group

# EDIT LINKS

People and Groups » Timesheet Pro 365 Members o

New - Actions - Settings ~
= [0} Name About Me

O Douglas Young
Share ‘Timesheet Pro 365

[ Invite people I Erika Geesey x

Shared with

Include a personal message with this invitation (Optional)

SHOW OPTIONS

Canee

Permission Levels
Edit
Full Control

Read

Job Title



Rol e Based Navigation Bar

Overview

ThRoiBased Naviigmitmeosnh eBeata | Poavs3 @S er s to access di
functionalities depending on their assigned rol

| RYAY

...] Timesheet Pro 365

~...] Timesheet Pro 365

O YLIJ 2e¢

~...] Timesheet Pro 365

|E§ Dashboard

& User Management

B Project Management

& Manage Permission

[3 Document Management
E Reports

Bl Daily Timesheet Report
B Missing Report

£ Settings

(O App Information

? Help And Support

‘ B Dashboard

&, User Management

B Project Management

& Timesheet

&8 Management

[ Document Management
E Reports

B Daily Timesheet Report
El Missing Report

(@ App Information

? Help And Support

|E§ Dashboard

& Timeshest

& Document Management
E Reports

@ App Information

? Help And Support

Admi n Navigation Bar

Thadmraole has the most comprehensive acces$Belaow
are the sectiadhmnawiagdtaibore bar it he

T Dashboafhle main page where Admins can View O0VEe



=A =4 =4 =4 -4 8 -4 -4 4 -4

UseranagemeMmltl ows Admins to manage user rol es,
Project MaQraegmoeeaagred assign projects and tasks
Manage Per ndosnstiroon user access | evels and pern
Document MaUmlgeanetntorganize, and manage docCuUme
Repar tAxtciemsess ket t s

Daily Ti meshé&eewRdponil ed ti mesheet data for

Mi ssing: Reproerptort t hat hi ghledyhttismeesnpd eoty eseuisb mvih
Sett:i nMesnage -wipgpe | catetmamd s, sleeleal ngg dates, et c.
App I nfar mPatoivordes details about the applicati
Hel p and: SAigpepeosrst hel p documentati on and suppor

Manager Navigation Bar

Thddanaged e is sl ightI| gdmoolee |biuni tsetdi Itlh ahna st haec c e s
features, such as managing timesheets and vi ewi
Managawi gation bar:

Dashb:ddared main page where Managers carmtvivewi e
User ManaAddmemtmaomamamageanpee mi scgli®@ens and cr e
Project MaQraegaetmee maiigce masks and assign them t ¢
Document Ma@mlgy dwiteduwument s whi ch was wupl oaded
RepaoAtsesess timesheet reports

Daily Ti meshé&etwRepometsheet data on a daily b
Mi ssi ng: Rwipeow tand manage empl oyees' mi ssing t
App I nfarmatoivardes detail s abwpdattehse. appl i cat
Hel p and: SAppeoss hel p documentation and suppc

=4 =4 =4 -8 _9_9_98_2°_-2

Empl oyee Navigation Bar

ThEempl ooyoelee has the | east access, with functiona

toi

mesheets. The aEvmgilloayeleeg asteicdom omar | ar & he

9 DashboaAdquick overview of the employee's curr
9 Ti mesheSeautbmi t, view, and manage personal ti mes
T Document Mana&agemsrst documents uploaded by the
T Repartvi ew personal timesheet reports.

T App I nfar Patoivardes details about the applicati
T Hel p and: SAigpcposrdto hement ati on and support resou
Handling Role Combinati ons

1.Set up the system to manage different role co

Admi n/ Manager, Admin/ Empl oyee, and Manager/ Em



Hello, Mason Wells (uiminmanager/employee)

Timesheet Pro 365
(0) : Welcome to the Timesheet Portal, your tool for easy tracking and management of work hours

Record your time and monitor your project progress effortlessly.

S
Track Your Work Hours with Ease E
Create Project Create Task

Efficiently track your work hours with our easy-to-use timesheet system.
Whether your tasks are billable or non-billable, our platform ensures accurate

logging of your daily activities, streamlining the process for both employees
and management. @
y 4 Employee FAQ
£ Ma Permissior
[3 Document Management
R o 4 7 2 12
B Daily Timesheet Report
Total No. of Total No. of Tasks Total No. of Active Total No. of
Projects Employee Timesheets

Bl Missing Report

2. Ensure thaul oasete wiolles can access the correc
rol es

Dashboard
Admin Dashboard

Hello, Mason Wells (i)
Timesheet Pro 365
@ PR pr Welcome to the Timesheet Portal, your tool for easy tracking and management of work hours

Record your time and monitor your project progress effortlessly.

(8 Dashboard

= .

St lalegenak Track Your Work Hours with Ease @

& Project Management Efficiently track your work hours with our easy-to-use timesheet system. Greate Project Create Task
Whether your tasks are billable or non-billable, our platform ensures accurate

S!ua Manage Permission ‘ logging of your daily activities, streamlining the process for both employees

Employee FAQ

and management. @
[® Document Managem ' ﬁ =

E Reports

8 Daily Timesheet Report

Bl Missing Report 4 7 1 1 2 Add Shortcut

e Settings

Total No. of Total No. of Tasks Total No. of Active Total No. of

Projects Employee Timesheets
® App Information L =~

Def aul t Admi ni strator Rol e

l.lnitial installer becomes Timesheet Adangewrn str at
empl oyees, and projects.

2.Display current user's name and role prominentl
3.Customi ze navigation tabs ddcdmtiealb ofno rt haed nuisneirs' tsr ar
4 .Cl| iHekrbeu t tt lolait v losltghneat i uz of fi ci al site for more s



Timesheet Pro 365 He”o, Mason Wells (Admin)

SEAMLESS TIME MANAGEMENT

Welcome to the Timesheet Portal, your tool for easy tracking and management of work hours.
Record your time and monitor your project progress effortlessly.

& User Management m

Project Management 3
: s Track Your Work Hours with Ease
. A%

BB Dashboard

Track Your Work Hours with Ease

Efficiently track your work hours with our easy-to-use timesheet system.
Whether your tasks are billable or non-billable, our platform ensures accurate
logging of your daily activities, streamlining the process for both employees
and management.

Click Here

“

4
4

Car ds

Ca r \diew:

TheDashboard Cardsprovide a quick overview of key metrics within the Timesheet system. These cards helf
users monitor project and employee activity at a glance.

1 TotNaulmbe®r o) @ btest a bonptr o jcea cetash &td mes heet

2Tot al Nu mb elrh eo ft oTtaaslk sc;coun't of indi vidual t asks
ti mesheet

3Tot al Number of TAhcet itvoet aElmpcl oouynete sof currently ac

4Tot al Number Ddt alli nmmewsrmleert saf ti mesheet s, record



Hello, Mason Wells (gmin

Welcome to the Timesheet Portal, your tool for easy tracking and management of work hours
Record your time and monitor your project progress effortlessly.

&2
Track Your Work Hours with Ease @
Efficiently track your work hours with our easy-to-use timesheet system. Create Project Create Task

Whether your tasks are billable or non-billable, our platform ensures accurate
‘ logging of your daily activities, streamlining the process for both employees

and management. @
y &8 &

? Employee FAQ

esheet Pro 365
e manAGEMENT

B Dashboard

4 7 1 12 5.3

Total No. of Total No. of Tasks Total No. of Active Total No. of
Projects Employee Timesheets

Add Shortcut

To enhance dashboard cusbtvemizatroduted admewi 6¢é&

By default, the dasQrbeatred, Gdriogpedehtyimls &k p aeh Qc aEradcsh: ¢
all owsnawiugatoeoqui skt gspective tab.

ThAekdd Shfoedatcwrte enabl es administrators to person
guick access to frequently used sections, strea

How to Use the Add Shortcut Featur e:

1. ClickAd#deShbdbut¢win" | ocated at the bottom of t
2. From tdewdr ompnu, select the desired quick 1|
3.Cl i"cSkavte" confirm your selection.

4. The selected shortcut wil/l now appear as a n

navimati o

Add Shortcut

Manage Permission




Removing al fShyau crua :|l onger
it from the dashboard.

¢ S Y 23K ND OO WP

Create Task Employee

AN
=

=]
Create Project \ AQ

® B

App Informatio anage Permission

Add éhortcut

Il RRSR 2 0KS IhNgF@N
|.

l.j
YR YIyl3S LISNY

Manager Dashboard

1.Ti mesheet Status Bar Graph

2.Hours Worked Bar Graph
3.User I dentification and Role Display

needsaeanghkbdetsbodortcltc



Hello, Jamee Solis (anagen

Welcome to the Timesheet Portal, your tool for easy tracking and management of work hours
Record your time and monitor your project progress effortlessly.

B Dashboard

& User Management X 2
Track Your Work Hours with Ease R
D
B Project Management Efficiently track your work hours with our easy-to-use timesheet system. Whether your i 3
tasks are billable or non-billable, our platform ensures accurate logging of your daily 5
& Management ‘ activities, streamlining the process for both employees and management. £ 2

’ Click Here I
3

Status

[® Document Management

E Reports

B Daily Timesheet Report

8
s
B Missing Report
6
® App Information
? Help And Support ; &
2
s |
o

Erika Geesey  Jamee Solis

Hours Warked

1Ti mesheet St aViusu Blairz é&rtalpdh manager's timesheet ¢
status (e.Rej.ecAfegmadivregl, Draft) wusing distinct c

4
a4
3

= 3
@
2
E 2 2
= 2
‘S
5
=
S 1
=

o

Approved Rejected Pending Approval Draft
Status

2Hours WorkedSBaw &rhbhah graph in step 1 that di
previous week, providing a visual breakdown of

38

Erika Geesey Cassie Mightngale Jhon Steeve

Employeas



3User Il denti fi
Manager) on t

Hello, Mason Wells ynagen

Welcome to the Timesheet Portal, your tool for easy tracking and management of work hours
Record your time and monitor your project progress effortlessly.

<

Empl dDyawesdboar d

Timesheet Pro 365

SEAMLESS TIME MANAGEMENT

B Dashboard

1.Ti mesheet Status Bar Graph

2 Hours Worked Bar Graph
3User I dentification and Role Display

Timesheet Pro Hello, Erika Geesey yioyee

Welcome to the Timesheet Portal, your tool for easy tracking and management of work hours.
Record your time and monitor your project progress effortlessly.

3 3

ient Management
Track Your Work Hours with Ease
E Reports » ) )
Efficiently track your work hours with our easy-to-use timesheet system. Whether your
tasks are billable or non-billable, our platform ensures accurate logging of your daily
® App Information ‘ activities, streamlining the process for both employees and management.
? Help And Support ’

1Ti mesheet StaPues 8atr &Hrlagph graph indicating

empl ccyagee,gori zed by sRajtaicstPeednldi hg, Apmrdo Dedft |

di stinguished by a uniqgue col or

catiRenraedeRahed pPireoami agnt I(ye.dgi.s,pl
he dashboard for easy identificat.i

t he
W i



3

3 3
1 I | I 2
0 I I

Approved Rejected Pending Approval Draft

A

Number of Timesheets

Status

3.Hours Wor kedDBapl &yaphbar graph s hwaorckaed ,nbgd it vhi
each daweedkf. t he

5]
10 0
8
I I | | I I
Sunday Moods, Tuesdsy ~ Wednesday  Thursday Frday Saurday

Rol e Displ ay:

3User l denti fication and
tly display the current wus

Retrieve and prominen
identification.

|;;':(-D'| Timesheet Pro 365 i Hello, Erika Geesey mpioyee)

Welcome to the Timesheet Portal, your tool for easy tracking and management of work hours.
Record your time and monitor your project progress effortlessly.

I B Dashboard

Employee
Timesheet

[2 Document Management ‘ Tumals Vaiiw WAAaul, Lladivn waiidla Caca




User Management

How to create a new Admin [/ Manager

1. Role Selection: Enable the admin to choose t
2. User Email: I nput the user's email address |
3. SuperOpMamangerProvi de a checkbox for the admin
4. Activation Control: Of fer an option for the .

5. Save ButtSBSawvweaeltnoonr mdr anthe od prmserbettbe new u

There ar eéot wockmiane/smanager

Add Manually

User Management

l" " Timesheet Pro 365

Admin/Manager Employee

Assign Role

B Dashboard

Choose Option @ Add Manually O Bulk Import

& User Management

User Role * User Name *

Project Management
Select User Role Select User Name

o) Manage Permission

User Email *
I:\ Super Manager (A super manager cannot be an employee and can submit
[ Document Management their timesheet)
E Reports Active
Dailv Timesheet Report
Export Q_ Search

Login As

Teme Maan A G = R S Y R I cai PAlain

Bulllmpor t

On the Admin/ ManagBul k abampptygioaun cwaint hs eae rtahdei o butt

.Sel eBwl kh érmgpdira button.
.Downl oaedr tdet for mat Excel file directly.
.Updat e t heExdevidildblodekesdda ¢ @ .

Ok, WNBE

.Sel ect the filCholsdeet t okhi. ng on t he
.Upl oad the file back to this page.
.Click on the import button



] Timesheet Pro 365

B8 Dashboard

& User Management

B3 Project Management

& Manage Permission

& Document Management
[E Reports

) Daily Timesheet Report

User Management

Admin/Manager Employee

Assign Role

Choose Option () Add Manually (@) Bulk Impert 4—m

Import User Role *
Choose File |No file chosen
Download the template

Export Q Search
D User Name 4 User Email Role Super Manager Active Delete

D Douglas Young doug@ignatiuzsoftware.onm... Manager D Lﬁj

D Erika Geesey erika.geesey@ignatiuzsoftwa..  Admin D Lﬁj

O Erika Geesey erikageesey@ignatiuzsoftwa.. Manager O 0]

D Jamee Solis jamee.solis@ignatiuzsoftwar..  Manager Lﬁj

[ Jhon Steeve Jhon Steeve's@ianatiuzsoftw... Manaaer [ Tir

Bul k Del ete Users for Admin/ Manager Tab

The Bul k

t

he user

Del eAdmifaeddt n a gteon kd eolwest e mul t i pl e user r e
management process.

1. Select multiple users by checking the boxes next to the users you want to delete. You can select two or
more users at once.

2. Once two or more checkboxes are selectaxBthk Delete option will appear in the tepght corner of
the table.

3. Click theBulk Delete option to remove all selected users.

4. A confirmation message will pop up. Review the selected users and confirm to proceed with the deletior

B Dashboard

& User Management

B Project Management
&8 Manage Permission

[3 Document Management
E Reports

B) Daily Timesheet Report
B Missing Report

3 Settings

® App Information

User Management

Admin/Manager Employee

Assign Role
Choose Option (@) Add Manually () Bulk Import

User Role * User Name *

Select User Role Select User Name

User Email *
D Super Manager (A super manager cannot be an employee and can submit their timesheet)
Q. Search W
User Name User Email Role Super Manager Active Edit Delete
Cassie Nightngale Cassie Nightngale®@ignatiuz..  Admin O
Cassie Nightngale Cassie.Nightngale®@ignatiuz..  Manager O
Jamee Solis jamee solis@ignatiuzsoftwar...  Admin O
O Jamee Solis jameesolis@ignatiuzsoftwar... Manager O
— L — -



How to create a new Empl oyee
l1Empl oyee name: All ow administrators and manage
2Empl oyee email: Automatically fetch the associ
3Manager name: Provseleeat drlopdmamager ' s name fr
4 Manager email Automatically fetch the associ a
5Active checkbox: All ow the user to mark i f the
application.
6l ncl S8ddbawdat on at the botadnoemv ocefmptl hoey efeo runs etro. cr e a
Add Manually
User Management
Admin/Manager Employee
EB Dashboard Assign Role
o Choose Option (8) Add Manually () Bulk Import
S User Management
B Project Management S i
#% Manage Permission Employee Name * <4+ Employee Email * ﬂ
[ Document Management Select Employee Name
E Reports Manager Email * 4“‘“
B Daily Timesheet Report
B Missing Report Bill Rate
M Active ﬂ
8 Settings
@ App Information m
? Help And Support Export Q Search
O Employee ID Employee Name 1 Employee Email Manager Name Manager Email Department Bill Rate Active Edit Delete
O Cassie Nightngale Cassie Nightngale@ig...  Jhon Steeve Jhon_Steeve's@ignati. Va oW
O Douglas Young doug@ignatiuzsoftwa... Erika Geesey erika geesey@ignatiuz... Va ]
O Erika Geesey erika.geesey@ignatiuz... Mason Wells masonwells@ignatiuz.. a o
Bul k I mport
On the Empl oyee Btudlk, lgrmptoiraanwsebh &aheadi o button
1Sel eBw !l khérmpdira button.
2Downl oad the correct f or mat Excel file direct.l
3Add empl oyee to the downloaded Excel file.
4Select the filChobmpbaulfi dhking on the
5Upl oad the file back to this page.
6Click on the iIimport button.



User Management

Admin/Manager Employee

Assign Role

Choose Option () Add Manually (8) Bulk Import 47
& User Management

Import User Role *
B Project Management

[choose File | o file chosen tll
& Manage Permi '

[ Document Management

E Reports

Export Q. search
B Daily Timesheet Report

O Employee ID Employee Name 1 Employee Email Manager Name. Manager Email Department Bill Rate Active Delete
Bl Missing Report O Cassie Nightngale Cassie Nightngale@ignat... Jhon Steeve Jhon_Steeve's@ignatiuzs.. W
€8 Settings O Douglas Young doug@ignatiuzsoftware...  Erika Geesey erika.geesey@ignatiuzsof. W

O Erika Geesey erika geesey@ignatiuzsof.. Mason Wells mason.wells@ignatiuzsof.. o
® App Information

OJ Jhon Steave Jhon_Steeve's@ignatiuzs...  Mason Wells mason.wells@ignatiuzsof. \mf

? Help And Support

Show entries 10 Page 10f1

Bul k Bepebgee

ThRul k Delagtue e all ows Admins and Managers to del

|

.Sel ect t he tcwoe cokrb onxberse nfuosre e sl i st .

2. Whemore than oine cdleBdkibdokDel lavé éplpoe@atri ocanti gthhte ctoor|
of the tabl e.

3.ClicButtkheDel ¢toerempmioiven all selected users

A confirmation message will appear. Review th
del eti on

D

User Management

Admin/Manager Employee
Assign Role
EB Dashboard
Choose Option (@) Add Manuzlly () Bulk Import
& User Management
Employee ID Department
B Project Management
o Manage Permission
Employee Name * Employee Email *

[3 Document Management

E. Reports Manager Email *

Bill Rate
Active

3 Settings

® App Information

? Help And Support Q Search

Employee ID Employee Name 1 Employee Email Manager Name Manager Email Department Bill Rate Active Edit Delete

Cassie Nightngale CassieNightngale®ig...  Jhon Steeve Jhon_Steeve's@ignati...
Erika Geesey erika.geesey@ignatiuz.. Mason Wells masonwells@ignatiuz.

Mason Wells mason.wells@ignatiuz... Erika Geesey erika.geesey@ignatiuz...




Super ManAdeirnd®Rod eNew Super Manager Rol e

Admhave the ability to cr8aper nEmvohgert boeérwegh tl
Managemeati on. This role allows for additional
for approval

Fowl ¢ hese steps to add a new Super Manager rol e

1 . Navigate to User tMenagqesmdmrotar d.
2.Clickdminn/ Managerch will open a form to create
3.Sel ect ytohue wWeonlte t o assign (e.g., Admin, Manage
4 Nothen. exi sti ngroampbleo ypereoncoaaned directly to a Su
5.Set ActiWUse St la¢ usheckbox t o Amatrikviagfh e oSiu pvars hMa i
role, simply uncheck the box.
6.Enter the UseF0§6!| luisfeo bmmdee tolmée | adher essys t efme twa H
the email once the user is selected.
7.Save tManckRolad:!l fiel dSaw®weciielht edt bet newl Sulper
8.Super Manager Role Functionality:
o No Approval Requi $epef oMamagesseet smesheet s
approval process; they are directly approv

o Access to SubmiSuped Mamaglkrest an view all
along with their status.

User Management

Admin/Manager Employee

Assign Role

|=...'\ Timesheet Pro 365

BB Dashboard

Choose Option (8) Add Manually () Bulk Import
|8 User Management
User Role * User Name *

Project Management R
Select User Role Select User Name

£ Manage Permission
User Email *
D Super Manager (A super manager cannot be an employee and can submit their timesheet)

[2 Document Management

[E Reports Active

E) Daily Timesheet Report m

Export Q search

B User Name User Email Role Super Manager Active Edit Delete

D Douglas Young doug@ignatiuzsoftware. Manager D f L"U




Timesheet
imesheet Pro 365

New Timesheet Approved

Export Q_ Search
B Dashboard
View Week Ending Date ¥ Billable Non Billable Super Manager Status
& User Management
View 06/27/2025 0 3 Jamee Solis Approved
= .
Project Management e 06/20/2025 0 135 Jamee Solis Approved
Timesheet View 06/13/2025 0 3 Jamee Solis Approved
View 06/06/2025 0 14 Jamee Solis Approved
&a Management
[ Document Management Show entries 10 Page 1of 1

[E Reports

E) Naiks Timachaat Danart

-

Project Management
How to creatcé:a new Proj

Add Manwual ly

To manage projects effectively, administrators
steps:

l1.Navigate to thé&nPeopusetPrsotteklts anf ohm will ap|]
new project

.Proj e Rmaovide a text field where users can
.Esti mated | Haodmnugde a field where users can spec
compl ete the project.

4 Active Chaéadkbax checkbox t o eaclth oainsi ulsfe rtsh et oc hneacrk
checked, the project wild@l be considered actiyv
5.Save Butmhemr e tSkhabtttthoenr eati st hae bottom of the f
necessary otetc&iakt, sttlhopeye dedhe project

w N



B Dashboard

Project Name * Estimated Hﬁx—u
& User Management

Project Management

~.] Timesheet Pro 365
SEAMLESS TIME MANAGEMENT Task Assign Project to Task

Choose Option @ Project O Bulk Import

Project Management
L £ Actith——
o Manage Permission

[ Document Management

Export Q Search
E Reports

D Project Name Estimated Hours Active Edit Delete
Daily Timesheet Report

0 Project1351 600 Va W

] Project1352 600 Va W

Select User Login As

- - D Project1353 600 74 w

Bul k | mport

The Bul k I mport feature allows you to upload mu

steps below to perform a bulk import of project
1.Sel edBtultkhd mpoOin ®Opmeijtedbt, y ou Bwil lkl lanpwirtthe Sel ¢
Bul k Irmgpdira button to proceed.

2.Downl oad t hel iTebpWwimkéecad thenkempl|l gtee t he corr e
required for project i mport.

3.Addr ®®?j ects t o Qpheen EtxhceeldoFwnlecaded Excel templ a
detail sPriopelc@acBagiemat efdorHoeuarcsh pr oj ect .

4 Upl oad t heAfEtxeerelf iFlillieng i n Cheofhkcecti bédt @t, b ell fi
you have prepared.

5.Upl oad ©OmheeFyloeadve selected the file, 1t wildl
| mp ddrutt t on to upload the file.

6.Compl et e tThhee Isnypsotretm wi | | process the fnlte,the

system.



Project Management

Tesk Assian Project o Task
Choose Option () Project (@) Bulk Import 4———“
&8 Dashboard

Import Project *
& User Management
Choose File ‘ No file chosen
Project Management
Download the template
4 Manage Permission

[ Document Management

Timesheet Pro 365

_ Export Q_ search
E Reports

D Project Name Estimated Hours Active Delete
Daily Timesheet Report

] Project1351 600 W

O Project1352 600 W

O Project1353 600 W

Bul k Del ete Projects

The Bul k Delete feature allows you to delete mul

e project IPrsdj eatbh|l dpragygd mentbott om of
2.Sel ect h e tcwhoe cokrb onxoetsdé dporrgjoeic want t o del et e.
3.0nce mor e
t

project

1.Go to th
t
r

t han one Bcuhleke kDbeol xevtii és| osetd ippaem iregdh, i t dhffree t
abl e.

ClicBultkheDel anel epmifom m t he action to delete th

Project Management

sk Psian ProjecttoTesk

Choose Option () Project (@) Bulk Import

mesheet Pro 365

B Dashboard

Import Project *

& User Management —
Choose File | No file chosen

Project Management
Download the template

& Manage Permission

_ Export Q Search W<—n
E Reports -
E Proj ap Estimated Hours Active Delete

Dailv Timesheet Report
Project1351 600

[ Document Management

% Project1352 600

Project1353 600




How to create a new Task

Add Manually

1 . Navigate to the Task Tab:
Once user sTacdka o kwiobhrhat jimeed¢ th eMarerage meint a form wi l
new task.
2.Enter Task Detail s:
o Task Nampe: the name of the task in the prov
o Active COhprtkbonxl | Act chheckbdhet o make the ta
to make the task inactive.
3.Savéde Task:
Cl iScakk ® add the new task to the system

Project Management
imesheet Pro 365

Project Assign Project to Task

Choose Option @ Task O Bulk Import
&8 Dashboard

Task Name *
& User Management n

Project Management

Active

& Manage Permission m
[ Document Management

Export Q. Search
E Reports

] Task Name Active Edit Delete
Daily Timesheet Report

D Test1 Va W

Show entries 10 Page 1 of 1

Login As

Bul k | mport

To efficiently i mportBwmiukt ioppbteirand acknk hahte Ford d eo,w U
to i mport tasks:

1.Select the Bulk I mport Option:

On Tasgkab, ddBluilkk Itnmpdira button.
2.Downl oad the Templ at e:

ClickRowhleoad thenkempl| aoewvnl oad the correct EX
3.Add Tasks to the Excel Fil e:

Open the downl oaded Excel fTdsk abhalshetd dv eyf cSutra ttu

each task.
4 Upl oad the Excel Fil e:

After updatiol¢holbosektf il bp to select the file vy
5.Upl oad the File:

Once the fil dé mpxrodeupelcotaedd ,t hcel ifcikl e back to t he
6. Compl ete the | mport:

The system wil/l process the up$boamed fil e and



Project Management

Project Assign Project to Task
Choose Option O Task @ Bulk Imporﬂ—m
B Dashboard

Import Task *

& User Management A
Choose File ‘ No file chosen
Project Management
Download the templ

4 Manage Permission

imesheet Pro 365

[ Document Management

Q. Search
E Reports
] Task Name Active Delete
Daily Timesheet Report
D Test1 W

Show entries 10 Page 1 of 1 Next

Bul k Del ete Tasks

You can del ete multiple tasks at once.

1.ln the task | i st tabl e, sel ect t wo or more t a
2. When multiple t8skg Deé¢t applcaptse@dmnunafitiieete | i st
t

3.Cl iBouk k Beldetcoenfirm to remove the selected a s

Project Management
imesheet Pro 36!

Project Assign Project to Task

Choose Option @ Task O Bulk Import

%hboa rd

Task Name *
& User Management
Project Management
L < Active

& Manage Permission

Clear Save

3 Document Management

Q. search W

E Reports ?
ame P Active Edit Delete
Dailv Timesheet Report
Test1

Show entries 10 Page 1 of 1 Next
Assign Project to Task

Once user sAscdiigerk Pornottaiwet wit Rorholjaesskth eMarea g e meant a f o
appear to assign a project to a task. Foll ow th



1.Sel ect thae AshseijgenctPr off ecm, toelTask t he Pdegiercad
Namer opdown menu.

2.Sel ect Néaet Tashdas& ttlo which you wafdaskoNamei
dropdown menu.

3.Save the AMSgiegnmeritecti ng both tShebeptropectoahnid
assignment .

This process will assoceileatca etdh & acstkg s esn nporl a jf eyad tn gw

Project Management
l" ,'] Timesheet Pro 36!
- G — Project Task Assign Project to Task
Project Name * Task Name *
B Dashboard < m 4—n n

Select Project Name Select Task Name
& User Management
Project Management
e Export Q_ Search
& Manage Permission
D Project Name Task Name Delete
[ Document Management
] Project1351 Test1 0]

[E Reports

Show entries 10 Page 1 of 1

Dailv Timesheet Report

Login As

ExcrReor mat for Bul k | mport

When you downl oad Btuhe tlenpppoirane t hemf ohéeowing fo
Excel file. This PRroogjnaddasikistuc etdh d osy satdelin.n g

1. Excel Format for Project
T ProjectEnNaeme:t he name of the project (e.g., Pr

T Esti matednpoturtshe esti mated hours for the pr o]
T Act iSwecci fy whether the pr ojTeRAUUME oirs aaccttiivvee porro jie

FALSBOr ingagetctitwve pro

Projects EstimatedHours| Active

Froject 100 TRUE
FProject? 200 FALSE
Project3 300 FALSE
Froject4 400 TRUE
Frojects 500 TRUE
Projectb 500 FALSE




2. Excel For mat f or Task

T ProjecliTatskthe names of tasks (e.g., Project t
T Act iSwecci fy whether the tadRUEDraatcitv d Ad i Bisrkac
i nactive tasks.

ProjectTask Active

Froject task TRUE
Froject task? FALSE
Froject task3 TRUE
Froject task4d FALSE
Froject task5b TRUE
Froject taskb TRUE

Bul k Del¢thasgksojgament s
You can removet-tonmudk i gpd =i prmgretcs at once.
|l ect two or more assignment checkboxes from

e
hBul k Del evi ¢ | o mtpip@emr once multiple rows are
I

1.S
2.7
3.Cl iBcukiDie | @ahé confirm to remove the assignments.

Project Management

Project Task Assign Project to Task

Project Name * Task Name *

Timesheet Pro 365

6B Dashboard

Select Project Name Select Task Name
& User Management
Praject Management m

port Q, Search i)

& Manage Permission

Project Name Task Name Delete
2 Document Management

Project1351 Test1
E Reports Project1352 Test1

Daily Timesheet Report

Show entries 10 Page 1 of 1




Empl oyee Project Association

TheEmployee Project Associatiorfeature allows Admins and Managers to assign specific projects to specific
employees.

1 Toggle Controlled Access:
This feature is only available if titEmployee Project Relationtoggle is turned ON.
o The toggle camnly be enabled by the AdminfromGeneral St t i ngs Y Manager
Settings
1 Visibility & Access:
o Once enabled, themployee Project Associatiormodule becomes visible on tAeimin and
Manager dashboards
o This module isot visible to other user roles
1 Functionality:
o Admins and Managers can view & lig employees and available projects.
o They can assign one or multiple projects to a selected employee.
o Once assigned, employees will see their assigned projects listed ihithegheetsection.

Employee Project Association
..1 Timesheet Pro 365

Project Name * Employee *

Select Project Name Select Employee Name

(B Dashboard

& User Management
Project Management Export Q, Search
% Employee Project Asso... ] Employee Project Delete
o D Erika Geesey project w
& Manage Permission
) 10 -
B‘r Document Management Show entries Page 10of 1

E Reports

Bul k Delete for Employee Project Association
The Bul k Del eAd@mifaeddtan a gteoa bd eolwest e mul t i pl e user r

streamlining the user management process.

1.Select multiple users by checking the boxes next
abnce.

2.0nce two or more checkboxes are sel ercitght, ddrenarul

3.Click the Bul k Delete option to remove al/l sel ect

4. A confirmation message wil!/ pop prpaoc Red i veiwt H hteh e e



Employee Project Association

mesheet Pro 365
Project Name * Employee *

Select Project Name Select Employee Name

EB Dashboard

=8 - |

& User Management

Project Management Export Q Search W
% Employee Project Asso... ‘-‘I:lll Employee Project Delete
. Cassie Nightngale project

£ Manage Permission

Douglas Young project
[ Document Management

Erika Geesey project
|=E Repons Jamee Solis project
El Naih Timachaat RBanart Jhon Steeve project

Show entries 10 Page 1 of 1
Timesheet

Timesheet Pro 365

Drafted Submitted Rejected Approved

Week Ending Date *
&8 Dashboard Billable

| Timesheet

Project Name Task Name B!Ilable/N\:m— Mon  Tue Wed Thu Fri Sat Sun Task Description Delete e
Billable Hours
[3 Document Management
9 Kelect Project v Select Task W o

E Reports

® App Information R —

Select Project Select Task W o
? Help And Support
Select Project Select Task W o
Billable 0 0 0 0 0 0 0
Non Billable 0 1] 0 0 0 0 0

-
Total Billable Hours- 0 Total Non/Billable Hours- 0 Total - 0

Manage Per missi on

Ti meshwtehhori zed Access

ThARut hori zéedaAucesal |l ows administrators to grant
ti mesheet account . This is useful in scenarios s
temporary access

How to Grant Aut hori zed Access

Foll ow bhdédleowttewpsassign access from one user to al



1.Enter Authorized User Det ai l s

| n Autehori zedfUsgéd, Namee t he username aofo tThe sy

is the user who will gain access.
2.Sel ect App User

Us e Atplpe Used rrplaomen t o swehesé é@wdousbeer accessed.

account the authorized user wil/l be able to
3.Save the Assignment

Clic8awbdeton to complete the assignment. Once
thel ected user's timesheet account as per the

How to Make an Authorized Access I nactive
f access is no | onger needed, youl ncaacnt idveeact i vat
T Once set to inactiwe, | ohge aattob etshsez eads suoscei ra tweidl

T This helps maintain secure and appropriate ac

Manage Permission

Timesheet - Authorized Access Authorization Logs

Authorized User Name * App User Name *

&8 Dashboard
Select Authorized User Select App User

& User Management

_ Active
Project Management

imesheet Pro 365

& Manage Permission ?
[3 Document Management ) Seag u
E R eports D ::tmh:rized User IE-\;:Icrized User :szngser 4 User Email Active Edit Delete
D Rajesh Lohar rajesh.lohar@ignati..  Douglas Young doug@ignatiuzsoft... Va
Dailv Timesheet Report
D Rajesh Lohar rajesh.lohar@ignati...  Erika Geesey erika.geesey@ignati... Va 0]
D Rajesh Lohar rajesh.lohar@ignati...  Jamee Solis Jjamee.solis@ignatiu... Vi W
Login As
D Rajesh Lohar rajesh.lohar@ignati...  Jhon Steeve Jhon_Steeve's@igna... Va 0]
Sel ect App User
To assign management permissions and | og in as
1. Assign User Management Per missions:
Once the user is granted management permissio

2.Sel ect App User

| n Aphpe Usedr Nachewn, select the user you want
3.Login as Selected User

After selecting t he Ldoegsiitruefds canp.p Tuhsiesr ,a lcll ad wsk

selected user and perform actions on their be



By following these steps, you can efficirently ma
administrative tasks.

Timesheet Pro 365

EEAMLESS TIME MAMNAGEMENT

B Dashboard

& User Management
B} Project Management
2% Manage Permission
& Document Management
E Reports

) Daily Timesheet Report
Ed Missing Report

2 Settings

® App Information

Bul k Baethoeri zed User

ows you to remove multiple au

ThBul k Delagtue e al |
ffuseenagcwbhen mMahhgwnghese step

and i mproving e

1. To bul k delete the amoherchedkhbherees, nsxtl ecd ¢t we
2.0nce multiple checkboxes are selected, t he Bul k
3.Click Bulk Delete and confirm the deletion when
4 . The selected users wild/l be removed from the syst



Manage Permission
Timesheet Pro 36!

VANAGEMENT Timesheet - Authorized Access. Authorization Logs

Authorized User Name * App User Name *
6B Dashboard
Select Authorized User Select App User
& User Management
_ Active
Project Management
& Manage Permission
w
& Document Management Q search ?
Authorized User Authorized User App User . . .
= Reports Name Email Name N User Email Active Edit Delete n
Rajesh Lohar rajesh.lohar@ignati...  Cassie Nightngale Cassie.Nightngale@..
Dailv Timesheet Report
Rajesh Lohar rajesh.lohar@ignati...  Douglas Young doug@ignatiuzsoft...
Rajesh Lohar rajesh.lohar@ignati...  Erika Geesey erika.geesey@ignati...
Login As
ThARut hor i z asteicotni oLnogrsecor ds al | activities perfor

permi ssions or performing actions on behalf of
ensuring transparency in user management

How It Wor ks :

l1.Logged I n User
This col umrmaddni npvMbhadyes st Heogged in and perfor min
2.Logged I n As
This shhewhot ies being affected by the adminods
permi ssions or updati ng tthamne sthseeert wlieltlaibdes diosy
3.Page Name:
Thpagvdher e t he acti olhi mestke gaglnaddc éhers selctason of
4 Activity Performed by User
This column outlines the specific action take
o "Empl oyee t ismecscheesestf ua d dye! d'
o "Emai l setting has been updated!"”
o " Empltoiymesuhpedeattse successfullyl!?"”
5.Dat e:

This col undna nseheorwst teheact i on was perfor med.



M365 Timesheet Manage Permission

Timesheet - Authorized Access Authorization Logs

& Dashboard

& User Management
Logged In User Logged In As Page Name Activity Performed By User Date

B Project Management

Mason Wells

[ Document Management

& Reports

i Settings

© App Information

? Help And Support

Document Management

1.Upl oad DoAdimemn supl oad documents by selecting
o BrowGBlei:cBRr obguet t on t o open the file explore
upl oad it
o Drag an®rBgophe document from your file ex
to upl oad.
2.Fil e LUpslitoiandge:d f i | etsabwie |If oarpnpactarbelnowa t he upl o
its name, and users can delete files if neede
3.Search andoMaocoagesearch for speci f iSceadboachu.me nt

Only Admin users have permission to upload do
Managers and Empli eoel eys awiclelb sh auypd oaded document

Document Management
mesheet Pro 365

Drag and Drop Files to upload
or

Browse

8 Dashboard
& User Management

Project Management

. Export Q. Search
4 Manage Permission .
D k] File Name Delete
[ Document Management
D - Projects (4)xlsx W
Reports .
E P D B Employees (6).xlsx W
Dailv Timesheet Report OJ & Tasks (8)xsx 0f

Show entries 5 Page 1 of 1 Next




Bul Kk Ielcautmeent Management

1. Admin can select multiple documents by checking the checkboxes next to the documents they want to
delete.

After seleting multiple documents, thBulk Delete button will appear.

Click theBulk Delete button to remove the selected documents. A confirmation prompt will appear asking you to
confirm the deletion.

4. Once confirmed, the selected documents will be permanently deleted from the system.

wnN

Document Management

mesheet Pro 365

Drag and Drop Files to upload
or

Browse

&8 Dashboard
& User Management

Project Management

. Q search T

B Manage Permission .
&) File Name Delete

[ Document Management
Tasks (8).xlsx

[E Reports .
D DailyTimesheetReport 3.tsx

B Daily Timesheet Report ) Managers.xisx

B Miccina Dannrt L2 Holidays (1).xlsx

Showentres 5| Page 101




Reports

1. Available Filters:
Within theReports section, you can use various filters, such as Super Manager, Manager Name, date
range, employee name, project, and timesheet status.

2. Generating Reports:
After applying the desired filters, click the Search button to generate the report.

3. Exporting Reports:
When exporting reports, you can also filter by timesheet status. Ensure you select the required status
filter as needed.

Advance Reports

Timesheet Pro 365

Manager * / Employee Status
>
L jer Na e Nam S
Project Task Hours
ct Pro ir
Date Range
& Reports Month Year

Select Montt
B Daily Timesheet Report

B Missing Report
From Date To Date 2
8 Settings 5] Select To Date B8

Select From Date ‘

v

Dy e @ 6 O cor

4. Grid View:
Reports will be displayed in a grid format according to the selected filters.

Month Year
mesheet Pro 365
From Date To Date
s D = -
WeskEnding S soploywa iDL os Project iy Task . Bilable Hours T 1on Blllablet o e Hours Status e
Date Manager Hours Description Hours Comment
Appr
Apr
App
Apr
Apr
Appr
10 Previous | [[Next |

5. Chart View:
Additionally, reports can be viewed in a chart format based on the set filters.



From Date To Date

Select From Date ] Select To Date &

B Dashboard

& User Management

oipiay e O Gt © con

B Project Management

@ Timesheet imesheet Chart
sh
. '

A Manage Permission & 8
& Document Management 68
&
E Reports
B) Daily Timesheet Report é @
B Missing Report
=z
& Settings

Daily Timesheet Report

Projects

1. Available Filters:
Within the Daily Timesheet Reports section, you can filter by Employee, Month, Year, From Date, and
To Date

2. Generating Reports:
After selecting the desired filters, click the Search button to generate the report.

Daily Details Reports

imesheet Pro 365

Employee *
o .
< User Management
Month Year
B Project Management Select Month Select Year
lanage Permission
& Manage Permission From Date To Date
[3 Document Management Select From Date & Select To Date ®

[E Reports

.

Bl Missing Report

frix3 Settings
@ App Information

? Helo And Support




Mi ssing Report

Overview

ThMi ssi ngs®etpioon hel ps track employees who have r
OnlAYd miamManageers can access this section to view
ensure timely submission.

Accessing the Missing Report

l1.Log ito the Asdynsianidann age @n

2.Navi gatMa stsd ntgseRetpioomn from the menu.

3.Us e Etmpd ofyielee er dropdown to select one or mul ti
4 . Clic8eabehton to generate the missing timeshe

Sending Notifications for Missing Timeshe:

To keepusemdwamed about missing timesheets for t
notification email s:

1. Noti fy Manager (Admin only)

.Sel ect one or more employees from the dropdow
.Cl i clNotthdy MbMabhbger

The system will send an emanBboefnaetthief iscea teicotne dt oe
.The email will i nclude:

A OWONPE

T Names of the selected employees.
T The weaelk ng dates of the missihmg ti mesheets

Missing Report

Employee *

5 item(s) selected

(B Dashboard

& User Management Ny Mapag

B Project Management

Export Q Search
Timesheet Employee ¥ Missing Date Status
4 Manage Permission Jamee Solis 05/23/2025 Missing Report

Erika Geesey 04/25/2025 Missing Report
[3 Document Management

Erika Geesey 05/23/2025 Missing Report
E Reports

Employee.em Ignatiuz 04/18/2025 Missing Report
8 Daily Timesheet Report Employee.em Ignatiuz 04/25/2025 Missing Report
B Missing Report Admin 05/09/2025 Missing Report

Admin 05/16/2025 Missing Report

Admin 05/23/2025 Missing Report

Show entries 10 Page 1of |




2 . Not i

e

A w NP
® ® — =

68 Dashboard

& User Management

B3 Project Management

& Management

[ Document Management
E Reports

B Daily Timesheet Report
EL Missing Report

® App Information

? Help And Support

heet Pro 365

B Dashboard

& User Management

B Project Management

& Management

& Manage Permission

[ Document Management
E Reports

B) Daily Timesheet Report

B Missing Report

On t he
The se
wi || b

ckKot ihkey

fy Empl oyee
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Generals Setting

Set Weelbalbdi eg

1. Select weekending date.
2. Sel ect the Date for mat
3. Click on the Save Button.
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& Manage Permission
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Settings for Project/ Task by User
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Set Week Ending Day/Date Management Settings Holiday Calendar

B Dashboard Settings for Project/ Task by User < m

@ Admin and Manager (Only Admin & Manager can add projects/tasks)
& User Management

O All users (Admins and Managers can add projects and tasks, while Employees can add tasks and assign project tasks only)

Project Management

Enable Role Restrictions for Managers (Note : Restrict Managers from adding or modifying Admins or other Managers, while still allowing them to manage Employees.)

@ ) Disabled

& Manage Permission

3 Document Management
Employee Project Relation (Note : Associate Projects with specific Employees so they only see projects assigned to them.)

E Reports @ ) Disabled

Dailv Timesheet Report M

Enabl e User Management Access

ThEenabl e User Manaoggegnheen tc oAnctcreoslss t he | evel of acc
Management module concerning admin and manager u

9 When Disabl ed:

Managers can modify user access rights for an
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Managers can only manage user access for empl
enhances security by I imiting user management
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Settings for Project/ Task by User

@ Admin and Manager (Only Admin 8 Manager can add projects/tasks)

User Management

O All users (Admins and Managers can add projects and tasks, while Employees can add tasks and assign project tasks only).
Project Management

. Enable Role Restrictions for Ma ote : Restrict Managers from adding or modifying Admins or other Managers, while still allowing them to manage Employees.)
Employee Project Asso... @ coobics
nables

Manage Permission
Employee Project Relation (Note : Associate Projects with specific Employees so they only see projects assigned to them.)

@) Disabled

Document Management

E Reports m—n
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@ Admin and Manager (Only Admin & Manager can add projects/tasks)

& User Management

O All users (Admins and Managers can add projects and tasks, while Employees can add tasks and assign project tasks only).

Project Management

% Employee Project Asso...

Enable Role Restrictions for Managers (Note : Restrict Managers from adding or modifying Admins or other Managers, while still allowing them to manage Employees.)

Q Enabled

& Manage Permission

3 Document Management

Employee Project Relation (Note : Associate Projects with specific Employees so they only see projects assigned to them.)

@D rabled ¢————
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Hol i day Cal endar Settings

=

A newHoliday Calendar tals added under th8eneral Settingsmenu for admin access.

Admins can add, edit, or delete holidays using a simple form connected to a SharePoint list. The form
includes fields foDate, Holiday Title, andHoliday Type.

Admins carsavethe holiday to the SharePoint listaear the form to reset fields.

Below theform, aDataTable displays all holidays fetched from the SharePoint list, showiolglay

Title, Date, Type, and options t&dit or Deleteeach entry.

Clicking theEdit icon loads the holiday data into the form for updating; saving updates the redoed in t
SharePoint list.

Clicking theDeleteicon removes the holiday from the SharePoint list and updates the DataTable.



7. On theTimesheetpage, when users enter hours on a holiday date, a tooltip appears showing the holide
name foll owed by the word Aholiday, 0 alerting
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& Set Week Ending Day/Date Cg Management Settings ® Holiday Calendar
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El Missing Report Holiday Title * Holiday Type *
&3 Settings
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Timesheet Settings
Export Q, Search
© App information Holiday Title Holiday Date Holiday Type Edit Delete
? Help And Support i 09/05/2025 fullDay Vi W
gd 08/08/2025 fullDay Va i
T016 05/16/2025 fullDay Z w
T015 05/15/2025 fullDay Vi w
un. v d

Ti mesheest Setting

Email sSetting

In the Timesheet Ema8ettings, you can configure how timesheet submissions are handled and notifications
sent:

1. Choose whether timesheets require manager approval before submission or allow direct submission.
2. Enable this toggle to send an email notification to the manager for timesheet submissions or approvals.

3. Tap this button to save your changes to the timesheet email settings.

Timesheet Settings

3 Email Settings 1 sl BeﬂSehings [2\ Billable/ Non-billable [\ Allow Weekend Entries

& Reports Timesheet Submission

imesheet Pro 365

L @ Manager Approved O Direct Submission
Daily Timesheet Report

Notify Manager
n
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B Missing Report

Timesheet Settings
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Benchmarsk Setting

TheBenchmark Settings feature in Timesheet Pro 365 allows the admin to enforce daily hour limits on
employee timesheets. This ensures accurate and consistent time logging by setting minimum and maximum
thresholds for daily hours.

1. To make any c¢ hangyses ftioEdltiett dope mtchhemar k sett i n
2. Benchmark Minimum On/Off Toggle

T Use this toggle switch to enable or disableBeachmark Daily Minimum Hours setting.
T When turnedON, employees must log at least the minimum number of hours specified each day.
T When turnedFF, there will be no minimum daily hours restriction.

3. Benchmark Daily Maximum Hours

1 Enter the maximum number of hours an emplagaeelog daily

T For example, if set td0, employees cannot log more than 10 hours in their timesheets/feingite
day.

1 If the employee tries to exceed this limit, a validation error will be triggered.

4. Benchmark Daily Minimum Hours

T Enter the minimum number of hours an employee must log per day (this is effective only if the
minimum benchmark is enabled).

1 For example, if set td, employees must log at least 4 hours daily.

1 Entries below this minimum will trigger a validation error to ensure employees log sufficient time.

5. Saveand Clear Buttons

T After configuring the desired benchmark settings, clickheebutton to apply the changes.

Click clear to reset all values.

T Note: Changes to benchmark settings will affect existing timesheets. It is highly recommended to
backup old timesheet data before making any changes to avoid data loss or discrepancies.

=



Timesheet Settings
imesheet Pro 365

ANAGEMEN [ Email Settings wil Benchmark Settings [3\ Billable/ Non-billable [3\ Allow Weekend Entries

Note : Changes in benchmark will effect in the old timesheet. Please make sure to take the backup of old timesheet before any changes.

E Reports Benchmark Minimum
on/off

Daily Timesheet Report C]

B Missing Report

Benchmark Daily Maximum Hours *

83 Settings

General Settings )

Timesheet Settings

® App Information

Timesheet Settings

2] Email Settings. uil Benchmark Settings [\ Billable/ Non-billable [3 Allow Weekend Entries

Note : Changes in benchmark will effect in the old timesheet. Please make sure to take the backup of old timesheet before any changes.

Timesheet Pro 365

E Reports Benchmark Minimum
on/off

B Missing Report
Benchmark Daily Maximum Hours * Benchmark Daily Minimum Hours 4+—
3
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General Settings
=3

Timesheet Settings

Daily Timesheet Report

® App Information

Bil |l abBiel/lNaobnl e Setti ng

When you select an option, the billable/Azhable checkboxes will appear or disappear on new timesheet
pages accordingly.

1. Billable Checkbox Display Options:

T Show Billable: Enables the Billable checkbox on timesheets, allowing users to mark hours as billable o
nonbillable.

1 Hide Billable: Removes the Billable checkbox from timesheets, preventing users from marking billable
hours.

2. Save SettingsClick Saveto apply yourselection. This setting will affect all new timesheet entries going
forward.



Timesheet Settings

CZ Email Settings ull Benchmark Settings [\ Billable/ Non-billable [2\ Allow Weekend Entries

Note : On selection of billable/ non-billable settings, the billable/ non-billable checkboxes will be display in new timesheet page.

T..:) Timesheet Pro 365

E Reports

Display Settings m
Daily Timesheet Report (®) show Billable O Hide Billable
Ed Missing Report m 4—“

&3 Settings

General Settings

Timesheet Settings

® App Information

Al l ow Weekend Entries

The Weekend Time Entry Settings feature in Ti me:

days empbeyeamestadeto |l og time. This helps enfor
on selected weekend days.

1. Select Weekend Days
o Use the checkboxes to select which days of the week are considered weekend days.

o For example, selectingaturday andSunday marks these as weekend days where time entry
will be restricted.

2. Effect of Selection

o When a weekend day is selected, that day wilibabledfor time entry on th&lew Timesheet
page.
o Employees willnot be able to log hourdor these disabled weekadays in their timesheets.
3. Save and Clear Buttons
o Click Saveto apply the selected weekend day settings.
o Click Clear to reset all selected days to none.
4. Note

o This setting enforces weekend work policies by preventing timesheet submissions on designate
weekend days.



Timesheet Settings
..] Timesheet Pro 36

crie 7 Email Settings wll Benchmark Settings [\ Billable/ Non-billable [y Allow Weekend Entries

wace
Note: On selection of a Weekend Day, that selected weekend day will be disabled on the new timesheet page.

& Reaeries Select Weekend Days *

I:\ Monday \:‘ Tuesday D Wednesday D Thursday D Friday Saturday Sunday

. [

& Settings
General Settings

Timesheet Settings

Daily Timesheet Report
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App I nformati on

Wel come to our Timesheet Application! Below, we'
versions to cater to your specific needs:

Pro Version Timesheet:

1Versati | e Choarsplrbecheernss:i ve view of key metrics and
2Data | mmpott data from various sources effortl
S3Enhanced EmplAdwencSed tfiemant:ur es for detail ed emg
4Project andSTanpK i If mp @mrto;) wictt h ainmdp d rats kc assped uipl i t i

5Super Us@@rcchcscsesasd:vanced settings and features.

6EXtensive Se@udtngmi BSecwuwadaroinaus application aspec
7Advanced P&rmnsuusgiaongsontr ol over user permissio
8Activity TrMocnkiitnogr Laongds :l og user activities for
9Fl exi ble Ti mAdlaeet tSentetsihergs: settings to busine
l10Det ai |l edGRepoate:custadmiedalbrlegpoand .det

l11Document Li br arManaugnec tanodn aslticgcrye documents easi

application.



App Information

imesheet Pro 365

Welcome to our Timesheet Application! Below, we've outlined the exciting features available in our different versions to cater to your specific needs:

Pro Version Timesheet:
[3 Document Management
« Versatile Dashboard
E Reports « Data Import
« Enhanced Employee Section
E] Daily Timesheet Report « Project and Task Import
« Super User Access
E‘A Missing Report « Extensive Settings Section
+ Advanced Permissions

. « Activity Tracking Logs
i3 Settings ) 4
« Flexible Timesheet Settings
« Report

® App Information
+ Document Library Functionality

? Help And Support Timesheet Enterprise Version:
We offer customization options to tailor the application to your unique requirements for an additional cost. Visit our website to learn more about how our Enterprise Version Timesheet

Application can streamline your workflow and boost productivity!

Thank you for considering our Timesheet Application!

Ignatiuz Software

1.FAQs
o Vi siRrdadcdeent |l y Asked e@uatni drmos f(i mAQ)qui ck al

guestions related to using the application
2.User Manual Link

o For a more comprehensive guide on using th

App), referUder oManuweelt ai |l ed

o Click the link for more detailed instruct:i

Support

o | f ou encounter any issues with cohfegura
suppor tf opporptearlsonal i zed assistance.
o For any questions or issues witlcltikRraetapplpip
Por.t al

4 Feedback
o We truly value your feedback! Pl ease share
general feedback to help us i mprove the ap



Hel p and Support

We are committed to prdvetifngi gott wkpbhbraeseamivhs
Application. Below are several resources to assi

Welcome to our Timesheet Application! We're here to ensure you have a smooth experience using

Timesheet Pro 365 . . . .
- our application. Below are some resources available to assist you on our website:

55 TIME MANAGEMENT

« FAQs: Check out our frequently asked questions section for quick answers to common queries about using the
application click here.

« User Guide: Our comprehensive user guide provides step-by-step instructions on how to navigate the application,
submit timesheets, and utilize its features effectively click here.

® App Information

+ Contact Support: If you encounter any issues or have questions that aren't covered in the FAQs or user guide,
? Help And Support please don't hesitate to reach out to our support team. You can contact us via email at support@ignatiuz.com.

« Feedback: We value your feedback! Share your suggestions, report any issues, or provide general feedback to
help us improve our application and better serve your needs.
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checkboxes wil/l be unselected.
4 . Select the Project from the project dropdown
5. I f there are many tasks associated with the
search box for easy selection.

6. Select the Task from the task dropdown.

7. The Billable and Nonbill able sections will s
8 . Add the number of hours spent on the task f
9. Add descriptions/ comments if needed in the d

10. Cl iA&kd orthoukshen to add new rows if required.
11. Click Copy Last Created Timesheet to view t
12. Savektdo asdave the data and allow editing the
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Timesheet Migration Production Setup 2 3 1 2 2 W 10
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Seamless Integration Unit Testing (/] 2 2 1 2 1 w
? Help And Support
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View Al I Drafted, Submitted, Rejected, and Appr
1. Drafted: Can view draft timesheets and modi f
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3 Rejected: Shows al l ti mesheets rejected by t
4 Approved: Shows all timesheets approved by t
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