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How-to-Guide 
Time sheet 

January 2024 
 

 

 
 

Introduction 
With Oracle we are saying good by to Harvest and welcome to the time sheet filled in Oracle. Holidays, sick 
leave, public holidays will have to be filled in Bamboo. Time allocated onto project will have to be done on Oracle.  
 
Weekly Time sheet 
All principles we were applying in Harvest remain. We are encouraging you to do your time sheet on a regular 
basis. Maximum of l0 hours a day with a maximum of 8 hours onto one single project per day. Soon, should you 
log some leave time onto Bamboo for a specific day, you will not be able to have more than 8 hours on that 
same day.  
 
Depending on your role you will have within the home ribbon transaction or Payroll & HR :  

 
 
Select Home.  
Then within the blue Ribbon : Select Transactions / Employees / Weekly Timesheet 
 
Within the Production environment : Payroll & HR then Time Tracking / Weekly Timesheet 

 
 
You will be able to navigate from one week to the other 
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Select the project you are supposed to log to some time on 
 

 
 
Make sure to select a Project ( starts with PRXX) and not a Customer that starts with CUXX 

 
 
If you don’t have access to the project, ultimately the project leader will give you access. This won’t be done by 
Finance any more.  
 
Later you will be able to select a task from the list 
In the Service Item box, please make sure to pick the  
PROGRAMME EXPENDITURE : Personnel Cost : Salaries and social charges recharge. Later this will come 
automatically.  
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Donor and Thematic will come automatically from the project later too. For the moment you can leave them 
blank 
Then put in the number of hours you worked  

 
 
At the beginning of the following month. Project leader will have to approve the time you logged. Once done 
that means that time has been transferred onto the project and no more time can be added.  

 
 
You can then Add a line by clicking on the Add button at the bottom 
 

 
 
Once you are done, if you save, an email is sent to the time sheet approver. So do it once a month 
 
Should you need to go back and change the entry 
Please select the edit Button 
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Select the line and do the modification. Should you want to remove, please select the line and click on the 
remove button  


