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Quick Reference Card Approving timesheets by the Project Manager
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A project manager can approve hours on his project on his homepage under the tab Approval of hours

1. Select the row(s) with hours that have to be approved or rejected.

2. Click the green checkmark to approve the hours.

3. Click the red cross to reject the hours. A pop-up appears. Enter an explanation and click OK. The timesheet will now be returned to the author (with the explanation).

4. A project manager can also approve hours in his project under the tab Resource Management, subtab Approve hours. This is done in the same way as described above.
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General
Users of the Principal Toolbox can enter hours in timesheets. The hours are, depending on the chosen process, approved by the project manager and/or the line manager. This QRC describes the approval by the project manager and the approval by the line manager.
Note:  If the option ‘automatic approval’ is flagged, this QRC is inapplicable.
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Quick Reference Card Approving timesheets by the line manager

The homepage of the line manager displays an overview of the timesheets that are waiting to be approved. 

1. The timesheet marks the hours that are waiting for approval with a blue line on the left.

2. Click the green checkmark to approve the hours.

3. Click the red cross to reject hours. Enter an explanation in the pop up screen that appears and click OK. The timesheet will now be returned to the author (with explanation).

4. These green checkmarks indicate that these projects are approved by the project managers(s). If there is no checkmark, approval by the project manager is not necessary.


A line manager can also approve timesheets through the time entry module. Go to the time entry group. The tab timesheets displays an overview of the timesheets.
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If an approved timesheet needs to be adjusted, a line manager can reopen  it.

1. Go to the OU with Time Entry. On the tab Resource Management, subtab Time sheets, open the time sheet in question. A pop-up appears. 

2. In the pop-up, click Reopen.  Another pop-up appears.

3. In the pop-up you can add a remark, then click Reopen. 

The employee can now change the timesheet and then submit it again for approval.

Note: 
At the instant of approval a timesheet generates entries. After reopening a timesheet, at the instant of approving it:
· the earlier entries are counter booked
· new entries are booked
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[image: ]Under the help button you can find the user manual
and an overview of shortcuts. 

[bookmark: _GoBack]Release 9.5
www.principaltoolbox.com



image6.png
2014 - 09-Mar-2014 (Michiel de Groot)

Owner: Michiel de Groot Time Entry Group: Time Entry Group
Time Sheet Status: [3Waiting for Timesheet Approval Time Sheet Approver(s):  ichiel de Groot
Last saved By: Michiel de Groot Remarks by Approver /

Group Manager:

Total Hours: 43.00 Remarks by Owner:
Minimum Hours: 0.00

Start Date: 03-Mar-2014

End Date: 09-Mar-2014

Correction Time Sheet:  _

@Fill in the hours for this week on the appropriate project and product / activit. Highlighted rows are pre-selected for time entry by the owner of the time sheet
Note that individual rows may need approval by project manager(s). This is indicated by icons at the start of the row.

Project Product  Activity Coroeiage Jlon Jue  Jed Tnu Fri Bt N rotals  Remarks Appeovert)
Algemeen
Non Project Activitie ATV 000 100 1.00
Non Project Actvitie Training / Courses 0.00 200 200
Non Project Activitie Vacation 0.00 800 .00
« Apollo Project (Mich Execution stage 000 500 200 100 100 .00
' Implementatie Autol Development 000 200 100 500 200 10.00
' Apollo Project (Mich Project closure 0.00 300 200 500 10.00
« ApoloProject  Project nitate fast 3047 100 100 1.00 3.00

9.00 900 9.00 800 800 000 000 43.00
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Resource Management  Properties ~  Document

Dashboard | Time Sheets

Time Sheets
Week  Start Date & Owner Time Sheet
Status.
10 07-Mar-2016 Bob Hotho Approved
425432016 Bob Hotho Approved

3184302016 Bob Hotho, Approved
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Reopen time sheet

© Pease provide a reason for reopening the fime sheet.
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Cancel
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Reject Selected Hour Rows

A Time sheet rows with a diferent status than Waiting for Approval wil not be
considered.

Remarks:
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m A > cow Q Zoek B wichiel de Groot Help Setup

Home

Home  ApproveHours My Time Sheets

@ Select applicable lines below to approve or reject the hours

Approve hours - n * Per Project per We: View ¥

weel

numiFrolect Resource ProductiActivity StartDate Mon Tue Wed Thu Fri  Sat Sun Total Remarks by Owner
16 Apolo Project Michiel de Groot ~ Project nitiation 14-Apr2014 500 200 200 200 200 4.00 17.00
16 Apolio Project Michiel de Groot ~ Execution stage 14-Apr-2014 200 400 500 500 800 24.00
16 Apolo Project Michiel de Groot  Project start-up 14-Apr-2014 500 100 200 100 200 11.00
15 Apolo Project Michiel de Groot  Project intiation 07-Apr-2014 1.00 4.00 5.00

14 Apolio Project Michiel de Groot  Project iniiation 01-Apr-2014 800 800 800 400 500 33.00





