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Overview

CoreHR allows users to view and maintain timesheet entry for approval, sign-off and transfer to
Payroll.

This document outlines how: -

¢ Manager Views an employee’s timesheet

¢ Manager Adds an employee’s timesheet

¢ Manager Deletes an employee’s timesheet
e Manager Updates an employee’s timesheet
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1. Managerto View Employees Timesheet

1.1. Manager View Timesheets

Login to the Manager Dashboard

1. Managerlogs on to CorePortal.

= Manager Dashboard ~ Q_ Search Dashboards or Widgets

\:Uj’/ Testd34 Testera73 ¢ | . . -
A | My People My Approvals Notificati.. (]

A D tle 4 ( 77)
Name, Department, Job Title X My People @ Tessnesteto/(Z1007) 09 Mar VIEW

Manager Dashboard

%P Dashboard

SPTEST SPUAT Client Services 02345678

@  Absence Monitoring

Y Reports And Corresponde.

G Testd26 Tester13 Client Services None Set

21400 T Technician TestyMcTest@Testo

Test435 Tester256 Client Services None Set

My Teams Reviews

I

My Team Objectives

2 Recruitment

Manager Requests

Search People.

2. Click My People>Action>View Scheduler.
3. Manager Dashboard opens and the Team Scheduler widget displays.

Team Scheduler

@ Jacob Brown 05:00- 1800 09:00-16:00 09:00- 1800 08:00- 1800 09:00- 1600 Restng | [Resting
Payroll Assistant

Payroll

[800-1880 0500-18.00 | [b50- 1800 0380- 1800 15,00- 1800 —— Festing
‘ MATERNITY LEAVE - 08:00 ‘ MATERNITY LEAVE - 08:00 I MATERNITY LEAVE MATERNITY LEAVE
Jack Jones 09:00-17:00 09:00 - 17.00 09:00-17:00 09:00- 1700 0900 -17:00 Resting. | [Resting
— peren ey — — E—
= Payroll
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View Timesheets (Manager)

To view timesheets for a team member:
1. Onthe ‘Team Scheduler widget, use the calendar to scroll to the relevant week.

Team Scheduler

TH00-1600 ] [G50-7680 FERTE] B 180 G0- 1800 ] [Resting ] [Restina

2. Locate the relevant employee. Click the work week for the employee to display Team Scheduler
options.

3. Click onto the calendar, please ensure you click into the blank area on the calendar (indicated
by the Pink Arrow) you will see a drop-down menu appear

4. Click Timesheet Input.

- - _®
Search Employees Q =

SPTEST SPLIAT (000128) \ | | |
Client Services Operations Analyst
Client Services

Testd26 Tester13 (72140026) ‘ 7 Hour(s) 24 Min(s) | 7 Hour(s) 24 Min(s) ‘ 7 Hour(s) 24 Min(s) | Non Working Day
client Services Operations Analyst
Client Services

IT Technician

0T1.25-04:00 0T1.25-04:00
Client Services \

Test427 Tester29 (72140036) Non Working Day Timesheet Input - {g) 54 pin(s) ‘ 7 Hour(s) 24 Min(s) | 7 Hour(s) 24 Min(s)
Client Services Operations Analyst
client Services

Shift Change

Person Absences
Test424 Testerd3 (72140017) 7 Hour(s) 30 Min(s) - | rrour(s) 30 Min(s) ‘ 7 Hour(s) 30 Min(s) | 7 Hour(s) 30 Min(s)
Registration Authority Agent
Client Services

@ Test435 Tester256 (72140077) 7 Hour(s) 30 Min(s) 7 Hour(s) 30 Min(s) 7 Hour(s) 30 Min(s) | 7 Hour(s) 30 Min(s)

5. Employee’s timesheets will display.

Timesheet Input -

£mployes Emily Taylor Emplayes No. 500005
29-Apr-2019 al

Wiork Group LONDON - PAYROLL _—

Emily Taylor +  ShowUnconfimed ® Rujecte Recode Required @ Approval Required @ Reason Code Required @ Narraive Attached

Guertime @1.00 M 200 1.00 3.00
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6. (Optional) To view another team members’ timesheets without exiting the screen, click the amow
to display all team members. You can then simply select name to view timesheets.

Employee Emily Taylor Employee No.

Work Group LONDON K
Emily Taylor
Harry Williams
Jack Jones
Jacob Brown

Jessica Evans

Susan Wells

Tt

Timezhest inpul m
¥
Apr 201 -
S \\\
Jessica Evans e Umcendirrrand @ et Faces Baret dproTE Regure Mepicn Code Regured @ Rty dttache
& & @ & & & &

LassERRTY L% ne =

-
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2. Managerto Add Timesheet

2.1. Stepsto Complete — Manager Add Timesheets on behalf of Employee
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Add Timesheets (Manager)

Manager Dashboard ~

&) TestasaTesterars

My People

ob Title

Q

1. Managerlogs onto CorePortal.

Q  Search Dashboards or Widgets

ACTIONS ~

My People

Manager Dashboard

%P Dashboard
SPTEST SPUAT

G Testd26 Testerl3

@  Absence Monitoring

Y Reports And Corresponde.

Testd3s Tester256
= MyTeams Reviews

/' MyTeam Objectives
2 Recuitment

Manager Requests

Client Services

Client Services

Client Services

Team Scheduler

02345678
None Set

None Set

TestyMcTest@Testo.co.u

2. Click My People>Action>View Scheduler.
3. Manager Dashboard opens and the Team Scheduler widget displays.

1
My Approvals Notificati... APPROVALS ACTIONS ~
@ Test435 Tester256 (72140077)

Managers can Add timesheets on behalf of their Employees; however, it is recommended that
employees add their own timesheets and submit them to Managers for approval. This process should
only be used, when Employees are unable to enter their own timesheets for a valid reason

09 Mar

VIEW

hEmg a = 06-May-2019 m MON
5001850 oson- 150 CEA sst0 1800 05001800 Resing | [Resting
P [s5-8m0 oro0-183 | [B500-1880 ECRT) AT = | Foig
Q- = TS e AvE oo | MATERNTTY LEAVE MATERITY LEAVE
Payol VATERNITY LEAVE
R0 T | [T T TS = | [
09001800 oson- 1500 o500 1800 o500 1800 bson 1500 Resing Resting
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Add Timesheets (Manager)

To add timesheets for a team member:
1. Onthe ‘Team Scheduler widget, use the calendar to scroll to the relevant week.

Team Scheduler

TH00-1600 B -TER FERTE] B 180 G0- 1800 ] [Resting ] [Restina

2. Locate the relevant employee. Click the work week for the employee to display Team Scheduler
options.

3. Click onto the calendar, please ensure you click into the blank area on the calendar (indicated
by the Pink Arrow) you will see a drop-down menu appear

4. Click Timesheet Input.

Search Employees Q =.

SPTEST SPUAT (000128) \ | | |
Client Services Operations Analyst
Client Services

Testd26 Tester13 (72140026) ‘ 7 Hour(s) 24 Min(s) | 7 Hour(s) 24 Min(s) ‘ 7 Hour(s) 24 Min(s) | Non Working Day
client Services Operations Analyst
Client Services

IT Technician 0T1.25- 04:00 0T1.25-04:00
Client Services

Test427 Tester29 (72140036) Non Working Day Timesheet Input - {g) 54 pin(s) ‘ 7 Hour(s) 24 Min(s) | 7 Hour(s) 24 Min(s)
Client Services Operations Analyst
client Services

Shift Change

Person Absences
Test424 Testerd3 (72140017) 7 Hour(s) 30 Min(s) | rouf(s) 30 Min(s) ‘ 7 Hour(s) 30 Min(s) | 7 Hour(s) 30 Min(s)
Registration Authority Agent
Client Services

@ Test435 Tester256 (72140077) 7 Hour(s) 30 Min(s) 7 Hour(s) 30 Min(s) 7 Hour(s) 30 Min(s) | 7 Hour(s) 30 Min(s)

5. Click Add
6. Enterthe timesheetrecord:
a. Double check you are in the correct working week.
b. Select Pay code using the Pay Code list of values (if you start to type e.g. “Over” the list
will restrict and only show Pay Codes that begin with “Over” i.e. Overtime
Click the cell of the relevant day and enter value. E.g. 4 hours overtime
Tab or press ENTER/RETURN.
Repeat for all other days.
(Optional) To add reason code/narrative, click corresponding ellipsis and click Add
Reason and/or Add/View Comments.
g. Click Save.

~oeo0
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Iy
Timesheet Input

o}
b
03]
ot
)
)
)

7. Timesheets are saved. Repeat for additional Pay Codes.
8. (Optional) To add timesheets for additional employees without exiting the screen, click the arow
to display all team members. Select name to view timesheets.
Harry Williams -]

Emily Taylor

Harry Williams
Jack Jones
Jacob Brown
Jessica Evans

Susan Wells

9. Once the Timesheets are saved. Manager will need to follow the Timesheet Transfer guide to
authorise. Timesheet Transfer Guide
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3. Managerto Delete Timesheet

3.1. Stepsto Complete — Manager Delete Timesheet

Login to the Manager Dashboard

1. Managerlogs on to CorePortal.

= Manager Dashboard ~ Q_ Search Dashboards or Widgets

My People | My Approvals Notificati...

Name, Department, Job Title Q My People @ Test435 Tester256 (72140077)

%)
P Testass Testers73

A

09 Mar VIEW

Manager Dashboard

%P Dashboard

@ SPTEST SPUAT Client Services 02345678
@  Absence Monitoring

15\ G Testa26 Tester13 Client Services None Set
K Reports And Comesponde.. 72140026 it Sarvices Dperations Analys Klone St

Testd3s Tester256 Client Services None Set

= MyTeams Reviews e i B
7/ My Team Objectives
2 Recruitment

Manager Requests

Search People.

2. Click My People>Action>View Scheduler.
3. Manager Dashboard opens and the Team Scheduler widget displays.

Team Scheduler

09:00 - 18:00 09:00 - 18:00 09:00 - 1600 09:00- 1800 0900 - 16:00 Resting. | [Resting
(o300- 1850 0500-1800 | [o30- 1800 osm0- 1800 0500- 1600 Restng Resting
‘ 'MATERNITY LEAVE - 08:00 ‘ MATERNITY LEAVE - 08.00 I MATERNITY LEAVE MATERNITY LEAVE

MATERNITY LEAVE

09:00 - 17:00 0900 - 17:00 09:00-17:00 09:00-17:00 0900 -17:00 Resting. | [Resting
o S S—— S S .
. Payroll
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Delete Timesheets (Manager)

To delete timesheets for a team member:
1. Onthe ‘Team Scheduler widget, use the calendar to scroll to the relevant week.

Team Scheduler

earch Employees a = 06-May-2019 LIEEE m MONT

TH00-1600 - TE80 FERTE] B 180 G0- 1800 ] [Resting ] [Restina

2. Locate the relevant employee. Click the work week for the employee to display Team Scheduler
options.
3. Click onto the calendar, please ensure you click into the blank area on the calendar (indicated
by the Pink Arrow) you will see a drop-down menu appear
4. Click Timesheet Input.
.

Search Employees Q =

SPTEST SPUAT (000128) \ | | |
Client Services Operations Analyst
Client Services

Testd26 Tester13 (72140026) ‘ 7 Hour(s) 24 Min(s) | 7 Hour(s) 24 Min(s) ‘ 7 Hour(s) 24 Min(s) | Non Working Day
client Services Operations Analyst
Client Services

IT Technician 0T1.25- 04:00 0T1.25-04:00
Client Services

Test427 Tester29 (72140036) Non Working Day Timesheet Input - {g) 54 pin(s) ‘ 7 Hour(s) 24 Min(s) | 7 Hour(s) 24 Min(s)
Client Services Operations Analyst
client Services

Shift Change

Person Absences
Test424 Testerd3 (72140017) 7 Hour(s) 30 Min(s) | rrour(s) 30 Min(s) ‘ 7 Hour(s) 30 Min(s) | 7 Hour(s) 30 Min(s)
Registration Authority Agent
Client Services

@ Test435 Tester256 (72140077) 7 Hour(s) 30 Min(s) 7 Hour(s) 30 Min(s) 7 Hour(s) 30 Min(s) | 7 Hour(s) 30 Min(s)

5. Employee’s timesheets display.

Timesheet Input L -

Employee Emily Taylor Employes Ho. 500005
29-Apr-2019 =
Wik Group LONDON - PAYROLL _

Emily Taylor - Show Unconfirmed @ Rejecte Recode Required Approvas Pea: ired @ N
o] 8 & o} a8 [} o]
e 1 ' 20 o %
am " o %
200 1.00 0.00 4,00 0.00 0.00 00 7.00

6. To delete the Pay Code (e.g. remove “Overtime @ 1.50”)
a. Locate the Pay Code to be deleted.
b. Click the ellipsis.
c. Click Delete.
d. Click Yes to confirm.
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7. Click Save.

2.00 1.00 0.00 4.00 0.00 0.00 0.00

Annual Leave

SAVE

" Note:

Deleting a Pay Code using the above process will delete the entire row. To delete the Pay
Code for a single day only (and multiple days entered), best practice is to:

e Click into the value cell for the Pay Code/Day
e Delete the value only.
e Click Save.

8. (Optional) To delete anotherteam members’ timesheets without exiting the screen, click the amow
to display all team members. Select name to view timesheets.

Employee Emily Taylor Employee No.
Work Group LONDGN - PAYROLL
Emily Taylo

Emily Taylor

Harry Williams

Jack Jones

Jacab Brown

Jessica Evans

Susan Wells

Timesheet Input @
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4. Managerto Update Timesheet

4.1.

Steps to Complete — Manager to Update Timesheets
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Login to the Manager Dashboard

1. Managerlogs on to CorePortal.

= Manager Dashboard ~

»

) TestasaTesteraza

>

Manager Dashboard

% Dashboard

@  Absence Monitoring

Y Reports And Corresponde.

= MyTeams Reviews

/" MyTeam Objectives
2 Recruitment

2. Click My People>Action>ViewScheduler.

My People

Name, Department, Job Title

Q  Search Dashboards or Widgets

Q  MyPeople

@ SPTEST SPUAT

@ Testd26 Tester13

@ Testd3s Tester256
e

Manager Requests

Search People

Client Services 02345678

Client Services None Set

Client Services

1
My Approvals Notificati...

Test435 Tester256 (72140077)
@ il 09 Mar VIEW

3. Manager Dashboard opens and the Team Scheduler widget displays.

Team Scheduler

= 06-May-2019 m < > i o
09:00 - 18:00 09:00 - 18:00 09:00 - 1600 09:00- 1800 0900 - 16:00 Resting. | [Resting
[0500- 1800 0900-1500 | [0300-1800 03:00- 1800 0500-1800 Restng Resting
[MATERNITY LEAVE - 0800 VATERNITY LEAVE 0600 | MATERNITY LEAVE MATERNITY LEAVE
MATERNITY LEAVE
500-17.00 0500-1700 500-1700 0%00-1700 U500-1700 Restng Resting
09:00 - 18:00 09:00 - 18:00 09:00 - 1600 09:00- 1800 0900 - 16:00 Resting. | | Resting
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View Timesheets (Manager)

To view timesheets for a team member:
1. Onthe ‘Team Scheduler widget, use the calendar to scroll to the relevant week.

Team Scheduler

earch Employess a = D6-May-2019 m o< > MONT

] [@@0-1680

-1 -1 e G016 | sty | [Restng

2. Locate the relevant employee. Click the work week for the employee to display Team Scheduler
options.
3. Click onto the calendar, please ensure you click into the blank area on the calendar (indicated
by the Pink Arrow) you will see a drop-down menu appear
4. Click Timesheet Input.
.

Search Employees Q =

SPTEST SPUAT (000128) \ [ \ [
Client Services Operations Analyst
Client Services

Test426 Tester13 (72140026)

Client Services Operations Analyst
Client Services

Test435 Tester256 (72140077)
IT Technician
Client Services

Test427 Tester29 (72140036)
Client Services Operations Analyst
Client Services

Test424 Tester33 (72140017)
Registration Autherity Agent
Client Services

5. Employee’s timesheets display.

‘ 7 Hour(s) 24 Min(s)

| 7 Hour(s) 24 Min(s)

‘ 7 Hour(s) 24 Min(s)

| Mon Werking Day

7 Hour(s) 30 Min(s)

7 Hour(s) 30 Min(s)

7 Hour(s) 30 Min(s)

| 7 Hour(s) 30 Min(s)

0T1.25- 04:00

0T1.25- 04:00

Non Working Day Timesheet Input H(5) 24 Min(s)

7 Hour(s) 30 Min(s)

‘ 7 Hour(s) 24 Min(s)

| 7 Hour(s) 24 Min(s)

shift Change

Person Absences

|4 rouf(s) 30 Min(s)

‘ 7 Hour(s) 30 Min(s)

| 7 Hour(s) 30 Min(s)

Timesheet Input S
12 Monagement 3 tinp
00005
20-Apr-2019 n
Emily Taylor ~  show Unconfirmed > fje Recode Rer Approval g " Required @ M
a8 a8 5] a a a [}

e 2 o o0
ctime w0 <00

200 1.00 a.00 4.00 0.00 0.00 00 7.00

6. To update the Pay Code (e.g. Change “Overtime @ 1.50” to “Overtime @ 2.00”:
a. Click the Pay Code cell to be updated.
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b. Searchforand selectthe replacement Pay Code.
7. Click Save.
_ _ (=D
il P .
8. To update the value (e.g. change 2hrs to 3hrs):
a. Click the value cell to be updated.
b. Enterthe new value.
9. Click Save.
@z
. .
= Note:
Updating a Pay Code will update the Pay Code for the entire row. To update the Pay Code for
a single day (and multiple days entered), best practice is to:
1. Use step 8 above to update the value to O for the existing record for the relevant day
only.
Add a new row for the new Pay Code with corresponding value.
Save.
10. (Optional) To view another team members’ timesheets without exiting the screen, click the amow

to display all team members. Select name to view timesheets.
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Employee Emily Taylor Employee No.
Work Group LONDON - PAYROLL

Emily Taylo D
Sl

Emily Taylor

Harry Williams
Jack Jones
Jacob Brown

Jessica Evans

Susan Wells

Timesheet Input
Viorktorce Management 3 Timesheet Inpt

Employee Jessica Evans Employes No 500008

29-Apr-2019 m

1) Work Group LONDON - PAYROLL

Jessica Evans +  showunconfirmed © Rejcted cods Reqy © Resson Code Re © Narative Attached

5] B & 5} B 5]
2 Eaty Tpe ' n T F ta
MATERNITY LEAVE " 500 200 00 500 800 a0

Page 16 of 16



