
TIMESHEETS AT A GLANCE 
 
The Employer/Administrator is to keep an eye on the Timesheets at a Glance section on the 
Dashboard to ensure the times entered are accurate and the correct codes have been used. 
 
Timesheets at a Glance is the go to place for managing timesheet entries and is found in the top 
section of your Dashboard: 
 
 
 
 
 
 
 
 
 
 
 
The timesheet activity colour codes are shown along the top of the timesheets: 
 
 
 
This will help you to identify which codes have been used by your employees.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
The icon circled below will open up the Activity Report if clicked: 
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The Activity Report shows a breakdown of the time recorded: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
To view the most recent hours sent for confirmation as confirmed/non-confirmed hours, click the 
below icon (next to the activity colour codes):  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



To navigate through past, current and future pay periods, click the arrows, as shown below: 
 
 
 
 
 
 
 
 
 
 
 

Past – all users Future – all users 
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Future – 

individual user 


