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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 

• Manager Updates an employee’s timesheet 
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1. Manager to View Employees Timesheet 
1.1. Manager View Timesheets 

Login to the Manager Dashboard 

1. Manager logs on to CorePortal.     

 

      
 

2. Click My People>Action>View Scheduler.  

3. Manager Dashboard opens and the Team Scheduler widget displays. 
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View Timesheets (Manager) 

To view timesheets for a team member: 

1. On the ‘Team Scheduler’ widget, use the calendar to scroll to the relevant week.  

 
 

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. 

 
5. Employee’s timesheets will display. 
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6. (Optional) To view another team members’ timesheets without exiting the screen, click the arrow 

to display all team members. You can then simply select name to view timesheets. 
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2. Manager to Add Timesheet 
2.1. Steps to Complete – Manager Add Timesheets on behalf of Employee 

Add Timesheets (Manager) 

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 

1. Manager logs on to CorePortal.     

 

      
 

2. Click My People>Action>View Scheduler.  

3. Manager Dashboard opens and the Team Scheduler widget displays. 
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Add Timesheets (Manager) 

To add timesheets for a team member: 

1. On the ‘Team Scheduler’ widget, use the calendar to scroll to the relevant week.  

 
 

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. 

 
5. Click Add 

6. Enter the timesheet record: 

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 

c. Click the cell of the relevant day and enter value. E.g. 4 hours overtime 

d. Tab or press ENTER/RETURN. 

e. Repeat for all other days. 

f. (Optional) To add reason code/narrative, click corresponding ellipsis and click Add 

Reason and/or Add/View Comments. 

g. Click Save. 
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7. Timesheets are saved. Repeat for additional Pay Codes. 

8. (Optional) To add timesheets for additional employees without exiting the screen, click the arrow 

to display all team members. Select name to view timesheets. 

 
 

9. Once the Timesheets are saved.  Manager will need to follow the Timesheet Transfer guide to 

authorise. Timesheet Transfer Guide 

 

 

 

 

  

https://deltservices.com/wp-content/uploads/2020/09/MD6-Delt-Manager-Dashboard-Timesheet-Transfer.pdf
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3. Manager to Delete Timesheet 
3.1. Steps to Complete – Manager Delete Timesheet 

Login to the Manager Dashboard 

1. Manager logs on to CorePortal.     

 

      
 

2. Click My People>Action>View Scheduler.  

3. Manager Dashboard opens and the Team Scheduler widget displays. 
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Delete Timesheets (Manager) 

To delete timesheets for a team member: 

1. On the ‘Team Scheduler’ widget, use the calendar to scroll to the relevant week.  

 
 

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. 

 
5. Employee’s timesheets display. 

 

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. 

 

 

8. (Optional) To delete another team members’ timesheets without exiting the screen, click the arrow 

to display all team members. Select name to view timesheets. 

 

 

 

 

 

 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: 

• Click into the value cell for the Pay Code/Day 

• Delete the value only. 

• Click Save. 
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4. Manager to Update Timesheet 
4.1. Steps to Complete – Manager to Update Timesheets  

Login to the Manager Dashboard 

 

1. Manager logs on to CorePortal.     

 

      
 

2. Click My People>Action>ViewScheduler.  

3. Manager Dashboard opens and the Team Scheduler widget displays. 
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View Timesheets (Manager) 

To view timesheets for a team member: 

1. On the ‘Team Scheduler’ widget, use the calendar to scroll to the relevant week.  

 
 

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. 

 
5. Employee’s timesheets display. 

 

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. Search for and select the replacement Pay Code. 

7. Click Save. 

 

8. To update the value (e.g. change 2hrs to 3hrs): 

a. Click the value cell to be updated. 

b. Enter the new value. 

9. Click Save. 

 

 
 

10. (Optional) To view another team members’ timesheets without exiting the screen, click the arrow 

to display all team members. Select name to view timesheets. 

 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 0 for the existing record for the relevant day 

only. 

2. Add a new row for the new Pay Code with corresponding value. 

3. Save. 
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