        		              

Timesheet and Approval Quick Reference Guide
How to enter your timesheet
1. Go to https://www.unanet.biz/newtonconsult/action/home and type in your username (everything before the @ in your e-mail address) and your password (this will be given to you by your administrator).  Note:  to change your password, see the complete user training guide.

2. Click on the to create a new timesheet.  Enter any date within the semi-monthly time period and it will pull up the corresponding timesheet.

3. Select the project then task you wish to charge time against and enter your time and put in the hours worked each day in the appropriate cell.  

4. To add additional rows, click on the  and to delete rows, click on the .
Notes:   You may enter comments for any cell on the timesheet and you must enter a comment should you change your timesheet once it has been saved.
5. Once you have entered all the hours for the day, you can click on  to work on the timesheet again at a later time or you can click on  to send your timesheet through the approval process.  You may or may not want to add a comment upon submission.
	

How approve your employees time
1. Managers can approve employee time by clicking on the on the home dashboard. Alternately, they can click on the people dashboard then the approvals menu item.

2. To view the details of the employees timesheet click on the 

3. You can choose to approve, approve and go to the next, disapprove or skip and go to the next timesheet in the queue.  Comments may be entered for approving or disapproving time.



Note:  For more detailed information see the complete user and manager training guides.
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the system, as well as managing your password(s).
2. Profile Management - this section will cover the management of your user profile information.
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How this course is organized:
1. Login and Passwords — this section will provide an overview of the steps involved in signing into and out of

Search Deskiop




image6.png
.0.20 People - Approvals - Windows Internet Explorer

) v - Wi none bremecons sctonipeoiefogprovspimary SR (%) [x] [cousexcn [oF)

Edt Vew Favortes Tools Help

ebsearch <[ | Dseurch | @ sriey Conral Mlscrcersavers I Cursor Moria [ Popsatter (& Fon Cards
a-

@ Reresn Queue

v Primary Approvals
v Time

Person Time Period Hours| Status
G usertin, usertin (userl) | 7/18/2008 — 713112008 SUBMITTED 712472008 1124 Pl

@ tncernet oo -

Pagei20f2 | Words: 216 | B




image7.png
20 Approve. jm user,1),(7/16/2008 - 7/31/2008), - Windows Internet Explorer

/~ https:fwww.unanet. bizjnewtanconsultaction{peopleftimefview{approve [ & |[#2][x] [a0L search

Go-

[2[)

Fle Edt View Favortes Took Help

mywebsearch <[ Dseuch | @ sniey Conral Mscoensavers I cursorerie [ Popsater 5] Fun Crds

9 40 [ v9.0.2 approve Tie - Timesheet for usert, userf.. | ] & -

o page - Took -

_“ Approve Time — Timesheet for user1in_usertfn ('m user 1) (7/16/2008 ~ 7/31/2008) ~ Exempt

Pty

i e e R B o
N W -
Totals: 800 800 800600 800 800 800 800 800 500 800 800 500 [J8660]

—

By (For) Role Project Status ‘Comments.

R e e

T ST

o o T 2420 24

e e e o T

<Queue Approve Approve> | Disapprove Skip>

Status: SUBNTTED





image1.png
E Unanet 9.0.20 - Login

Username:

Password: Newton Consulting & Engineering

@ teormet T aioon -





image2.png
Active Timesheets % Timesheet

Time Period | Hours Status Contraller
60/ GN4mA —500DA| 8 NUSE G274 337PM User Hess (hess)




image8.jpeg




image9.png
Newton Consulting & Engineering




