
Timesheet
Management

Clearly and accurately tracks the working hours 

of each employee for both project and non-project activities



Do you know how your employees
spending their thime at work?
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1.  Work Category & Charge Account
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3.  Cycle, Rules & Automatic Generation

...

Calendar

Working Hours

Hours Start Time

Session 1

Saturday

Friday

Name： Normal Working Hours

Description：

Enterprise Default Calendar：

Section Punch：

Normal Working Hours

Subrmited Timesheet Hours cannot be longer than Normal Working Hours for hour per week8

Thursday

Wednesday

Tuesday

Monday

Sunday

Session 2

End Time Start Time End Time

Session 3

Start Time End Time

7.50

7.50

7.50

7.50

7.50

09.00

09.00

09.00

09.00

09.00

12.00

12.00

12.00

12.00

12.00

13.00

13.00

13.00

13.00

13.00

17.30

17.30

17.30

17.30

17.30

2.  Resource Calendar
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4.  Assignment, Project 
     and Automatic Generation

Timesheet Cycle

Enable Timesheet:

Timesheet Cycle: Weeky View History

Once the timesheet is approved: sunday

Overtime Handling
actual working hours beyond normal working hours will be used to calculate 
compensatory time

Timesheet Rre-submission Policy

Allow to pre-fill and submit times working days before3

Timesheet Reinforcement Policy

Overdue timesheet will be escalated days passed due date3

工时表月末截止时间规则Timesheet Month End Cut Off Policy

Timesheet of each month must be submitted before of the month3

Allocation Allocation  Details

Planned 24 hours

Acknowledged

Acknowledged

Work Category Level 1 Work Category Level 2

AB Team Project3 (Project)

2014-09-04 Th~2014-09-10 W

Data Centre Leaking Water 
(Assignment)

2014-08-19 Tu~2014-09-09 Tu

0.0

0.0

0.0

0.0

0.0

0.0

0.0

0.0

0.0

0.0

0.0

0.0

0.0

0.0

0.0

0.0

0.0

0.0

0.0

0.0

0.0

0.0

0.0

0.0

0.0

0.0

0.0

0.0

0.0

0.0

0.0

0.0

2014-08-19 Tu~2014-09-09 Tu

HP Hardware Delav (Assignment)

Project Work

Assignment Work

Assignment Work

Total

TotalSun Mon Tue Wed Thu Fri Sat
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5.  Screen, App & Approval Flow

Project Workj

0.0 0.0 0.0 0.0 0.0 0.0

Project Workj 0.0

Project Workj 0.0

0.0

0.0 0.0 0.0 0.0 0.0

0.0 0.0

0.0 0.0Total

Project for ABC [Project]

Project Workj 0.0
2014-07-25 Fri ~ 2014-09-30 Tue
Project Work

Project Workj 0.0
2014-07-25 Fri ~ 2014-08-08 Fri
1:Traning

Project Workj 0.0
2014-07-25 Fri ~ 2014-08-11 Mon
2:Translater

Project Workj 0.0
2014-07-25 Fri ~ 2014-09-30 Tue
3:Materal

0.00.0 0.0 0.0 0.0 0.0 0.0 0.0AB Team Project [Project]

2014-07-28 Mon ~ 2014-07-28 Mon
Project Work

2014-07-28 Mon ~ 2014-07-28 Mon
1:A

2014-07-28 Mon ~ 2014-07-28 Mon
2:B

Save New Entry New Comment PD

Sun Mon Tue Wed Thu Fri Sat TotalnoitacollAnoitacollA  Detalls Work Cacegory

submitTimessheet：
andrew (2014-07-27 sun ~ 2014-07-31  Thur)

Welcome andrew English My Menu Search SupportMy Workbench Enterprise Business Admin

Timessheet

6.  Search & Reports
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My Workbench Enterprise Business Resource Timesheet Report

Resource
/Work Category

Internal IT Work 0.0 0.00 0.002.00.202.00.2

白捷 (BaiJie) 44.0 5.0 08.90.090.50.4408.910.871

0.00

Project work 0.0 0.00 00.00.057.40.4457.40.44

Project work 43.0 4.89 08.9/00.00.09/0.008.40.2496.42/96.90.912/0.58

44.0 5.00 08.90.0957.90.8855.420.222Total

0.0 0.00 00.50.4432.20.032.70.44Result Presentation

0.0 0.00 08.40.6434.20.032.70.64Project Management

0.0 0.00 00.00.057.40.4457.40.44鲍工 (Baogong)

Total Jan  2016 Feb  2016 Mar  2016

Hours Days Hours Days Hours Days Hours Days

Project Timesheet Report

Project Code
Project
/Resource

RY201602

RJ022

RJ018

AAA+pay [Project]

[Project]

[Project]BT05软件

Apay

Total

鲍工 (Baogong)

白捷(BaiJie)

白捷(BaiJie)

白捷(BaiJie)

Total Jan 2016 Feb 2016 Mar 2016

40.0

128.0

104.0

44.0

219.0

51.0

40.0

51.0

Hours

4.40

14.05

9.30

4.75

24.24

5.79

4.40

5.79

Days

0.0

0.0

0.0

0.0

43.0

43.0

0.0

43.0

Hours

0.00

0.00

0.00

0.00

4.89

4.89

0.00

4.89

Days

0.0

78.0

34.0

44.0

86.0

8.0

0.0

8.0

Hours

0.00

8.65

3.90

4.75

9.55

0.90

0.00

0.90

Days

40.0

50.0

50.0

0.0

90.0

0.0

40.0

0.0

Hours

4.40

4.40

5.40

5.40

0.00

9.80

0.00

0.00

Days

My Workbench Enterprise Business

Resource Time Report

Project Time Report
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Work Category Summary Report & Charge Account Summary Report 



     can provide best combination of standard products & redevelopment services for enterprise 

management and over 500 corporations in Asia are using our following modules on-premises or SaaS:

CRM : Corporate Client CRM and Consumer CRM

Service : Service Management

SRM : Supplier Management, e-Procurement and e-Tender

PPM : Project and Portfolio Management

New Way : Visual Agile and Lean

Timesheet : Resource Time and Cost Management

EDMS : Electronic Document  Management System

OA : Office Automation

HCM : Human Capital Management

All-in-one : Enterprise Full Automation

             　 

 

8Manage.com info@wisagetech.com +852-6065-1864

Wisage Technology Ltd.

WWW


