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Managers can submit timesheets on behalf of employees who are enabled to use timesheets. Even 
you have employees that aren’t enabled for timesheets, you can still create timesheets for them. 
This can be set up via Payroll Settings > Timesheets (under Business Management) by ticking on 
“Managers can create timesheets for all employees that aren’t enabled for timesheets”.  

[NOTE]: “Require start/stop times when entering timesheets” are ticked on by default. However 
you prefer employees to enter a number of hours worked each day rather than clock in and out, you 
can untick this option.  

 

 

Step 1: Configure employee pay run setting to use timesheets to submit all time 
worked. 

Go to Employee Details > Pay Run Details. 
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Step 2: Enter or import timesheets 

Go to Manage Employees > Create Timesheets or Import Timesheets. 

 

This will take you to Timesheet Management. 

Employer’s screen (if employer is entering timesheet on behalf of an employee): 

 

Employee’s screen (if employee is entering timesheet within the ESS portal): 
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From here you need to: 

1. (Optionally) adjust the week (or fortnight) for which the timesheets are to be entered. You 
are able to click on the left or right arrows to jump by weeks, alternatively you can click the 
calendar icon to choose your dates that way. 
 

2. Select your employee (drop down box). The timesheet grid will then be presented. 

Employer’s screen: you will have an option to save and approve timesheet immediately. 

 

Employee’s screen: 
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3. (Optional) Select employee's Work Type. To find out more about setting employee work 
types, see Work Types – for use in Timesheets. If Work Type is not specified, the hours 
recorded will be mapped to the default pay category for the employee when the timesheets 
are imported into a pay run. 
 

4. Choose Start and End time. When entering start and end times, you can simply type 9a and it 
will recognise it as 9:00am. If you type 13 or 2p, it will recognise as 1:00pm. 
 

5. The "Units" field will confirm to you how many hours are calculated between the start and 
end time after deducting the break duration. 
For example: if you enter start time as 9:00am end time as 2:00pm;  break starts at 12.00pm 
and ends at 1:00pm, the total duration (Units) will be 4 hrs. 
 

6. (if any) Enter the break start/stop times for the employee  
 

7. Choose from the list of locations that have been preselected for the employee. To find out 
more about locations, see “Locations”. If Location is not specified, the hours recorded will be 
assigned to the default location for the employee when the timesheets are imported into a 
pay run. 

 
8. To clear the timesheet line, click the red 'x' on the right-hand side of the line. 

(Note: approved/processed/rejected timesheets are unable to be edited or cleared) 
 

9. Only relevant rows need to be filled out. If the employee did not work on particular days, 
those lines can be left blank. 

 
10. Once all required changes have been made, click the Save button. [NOTE]: If the user 

has 'Approve Timesheets' permission, the 'Save' button will have an additional option to 
'Save and approve' by clicking the arrow to the right of the button. 

 
 

 
Step 3: Apply/import timesheets to the pay run 
Once the timesheets are created for your employee, these timesheets can be imported when you 
are creating the new pay run. Simply select which timesheets to import. 
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Other related topics: 

Timesheet costings 

When entering timesheets for an employee, you can view the costs of the associated timesheets by 
following these steps: 

1. From the filter menu, ensure the "Show Timesheet Costs" option is selected 
 

 
 

2. Once this option is selected, you will then see a "Cost" column. You can hover over the "cost" 
value for any timesheet to see the cost breakdown 

 
 

Advanced Editing 

Some additional timesheet details are not able to be entered via the timesheet grid and must be 
entered via the timesheet editor. These details include: 

• Notes for the timesheet 
• Additional breaks (if you need more than one) 

If any of these details are required, the timesheet editor may be opened by clicking the 'pencil' icon 
on the right-hand side of the grid. 
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Doing so will open up the timesheet editor where all aspects of the timesheet may be edited. 

 

Once the required changes have been made, click 'Apply' to close the dialog and return to the 
timesheet grid. 

 

Actions Menu 

Clicking on the 'Actions' button provides several additional features: 
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• Add another timesheet line: If the employee works multiple shifts for the one day, this action 
will enable the user to add another line for a particular day. 

• Copy timesheets from last week: This will pre-fill the timesheets for this period with the same 
timesheets that were entered in the last period. The timesheets may then be modified as 
required before clicking Save. 

• Clear timesheets: This will clear all of the timesheets. Note: Approved/Processed/Rejected 
timesheets are read-only and may not be cleared. 

• Revert changes: This will reload the timesheets for this period, discarding any changes made 
since the last save. 

• Enter hours instead of start/stop times: Normally, start and stop times are required when 
entering timesheets. These play an important role when using pay conditions (for example 
paying the employee a higher rate for evening work). If these features are not required, this 
action will enable the user to enter hours only. For example, instead of entering 9am - 5pm, 
the user will simply be able to enter 8 hours. NOTE: this feature must be enabled via Business 
Settings > Timesheets 
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