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Introduction

Before time recharges can be posted onto the project. All hours allocated onto a project will need to
be approved.
Transactions > employees > Approve time

ents Transactions Lists Reports Analytics Customization

Transactions Overview

Bank >
Cust
Purchases >
Payables > !
Please choose a saved sea
Sales >
Tran Billing >
Customers >

expan  Order Management >

B Employees > Enter Expense Reports >
Sa
or Quota/Forecast > Imported Employee Expenses >
Fil
Financial >  Track Time >
Management > Weekly Timesheet >
ZoneCapture > Unlock Time Period >

Approve Time

Update Time Entries >

e Change the view to GITOC - Mass Approval
e [tisnamed “GITOC Mass approval

Approve Time

Switch to Timesheet view Actions

VIEW EMPLOYEE * [
GITOC - Approve Time v I EMP6 Axel Chaptal

Approve Time
GITOC - Approve Time Customise View

SELECT DATE v CUSTOMER CA!

12.12.2024 PR136 Home Office : 24.Monitors

e Incase this option is not available then click onto the Switch to Time entry view

Approve Timesheets

Switch to Time Entry view Actions

vIEW EMPLOYEE *

Timesheet Apbroval w | <Type then tab>
Timesheet Approval
Viark A Unmark A Customise View
SELECT EMPLOVYEE &

e Isavailable as default for Gitoc Project manager role
P



¢ Only the timesheet linked to the approver will be displayed

e We added the column of the duration and the date of the time track to have more detail of the
timesheet.

e Thereisn’'t any drop down list within the Customer window because some of us will have 20
projects and this makes it difficult to search. Copy and paste the project code you need to approve.
If you are unsure, type in %XXX

Approve Timesheets

T | swicntoTmesnuyview | actions

EMPLOYEE * TIMESHEET DATE FROM
¥ |  <Type then tab> ¥ Al
MarkAll  UnmarkAll  Customise View
seLect EMPLOYEE PERIOD PROJECT DATE DURATION APPROVABLE HOURS NEXT APPROVER

EMP4 Maria Approval GR 28/04/2024 - 04/05/2024 PR62 Department for Migration, Stabilisation and Fragility : 24.DKK-LatAm Pubs 01/05/2024 2:00 6:00 Maria Guglielmino

4. DKK-LatAm Pubs

EMP4 M, 05/05/2024 - 11/05/2024 PR62 Department for Migration, Stabilisation and Fragil 5:00 17:00 Maria Guglielmino

EMP4 Maria Approval GR 05/05/2024 - 11/05/2024 PR62 Department for Migration, Stabilisation and Fragility : 24.DKK-LatAm Pubs 08/05/2024 1:00 17:00 Maria Guglielmino

Select all the lines by clicking on Mark All
Then approve.
Once the time has been approved the list will be empty when putting the same criteria within the view

Case it doesn’t work and you will need assistance : When an employee salary payment has moved
from one entity to another. In the below example, Vanja moved back to South Africa from Vienna.

WARNING
177 Vanja Petrovic - 21.01.2024 - 27.01.2024 : An unexpected error has occurred. The Weekly Timesheet was not processed.
24.01.2024 : Invalid Subsidiary Combination
26.01.2024 : Invalid Subsidiary Combination
23.01.2024 : Invalid Subsidiary Combination
25.01.2024 : Invalid Subsidiary Combination
26.01.2024 : Invalid Subsidiary Combination
25.01.2024 : Invalid Subsidiary Combination
24.01.2024 : Invalid Subsidiary Combination
23.01.2024 : Invalid Subsidiarv Combination

Unfortunately all of her time needs to be remove then reenter in the system / approve and then the
move can be performed from Bamboo. HR and Finance team will be able to assist.

For Massive approval
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Payroll and HR Overview

mesheets
Expense Reports >
vitch to Time Entry view Actions
Time Tracking > Track Time >
cus
EMPLOYEE * TmEsheern Lists >  Weekly Timesheet > g:Ji
roval ¥ <Type then tab> ¥ (Custom; ) s
ypethenta ¥l ) Payroll > Approve Time 241
Time Tracking Reports >  Update Time Entries >
mark All Customise View
Other >
EMPLOVEE & PERIOD DURATION

Change the view mode and Select GITOC - Mass approval

Approve Timesheets Nanag

EED (etmeenven] | acion

You can then add from date to...



In the Customer’s box, please ensure it is empty to avoid approving time for several project at the
same time

Once empty, click onto the double arrow.

CUSTOMER

CU8 Ministry of Foreign Affairs : PR62
24.WestBalk Ministry of Foreign Affairs :
24 WestBalk

«
o

In the serach box, the usual %XXX to find the project more rapidely.

Choose Customer X

Cu1 - Cu20 Bureau Of International Narcotics A...) : 24.Environmental v
hype & tab. Search

Click Selectios Current Selections ¥

value>

> -All- No Selections Made

- -None-
ATION NEXT APPROVE
CU1 Dep: for

and Fragility Department for Migration,
¢ Stabilisation and Fragility

+

¥ CU1 Dep: for Migt

and Fragility : PR1 24.DKK-Assass
™ Department for Migration, Stabilisation and
| Fragility : 24.DKK-Assass

¢ CU1 Dep: for Mig , Stabil

and Fragility : PR2 24.DKK-Main funding
Department for Migration, Stabilisation and
Fragility : 24.DKK-Main funding

+

CU1 Dep for Migration, ili
and Fragility : PR3 24.DKK-Contribution
Department for Migration, Stabilisation and

+

F

Select your project by clicking on it then the project will appear on the right. Click done

Choose Customer X

%West Search
value>

Click Selection to Add Current Selections

CU8 Ministry of Fo A CU8 Ministry of Foreign Affairs : PR62
3 24.WestBalk Ministry of Foreign Affairs : X 24.WestBalk Ministry of Foreign Affairs :
24.WestBalk 24.WestBalk

CU9 The Norwegian Minitry Of Foreign

Affairs : PR31 24.NC OBS WESTASIA The fmoN =
1 Norwegian Minitry Of Foreign Affairs :

24.NC OBS WESTASIA

]
m Cancel
]

PR75 Foreign. Commonwealth & Develooment Office : 24.1ESS 26.02.2024 4:00

Mark All then approve
Carefull you might have several pages so to the process untill you have no more hours to approve.

Approve Timesheets Mansge employee time with NetSuite ayroll More

SRR TR BT | Acens

U8 Mt
24 WestBas
24 WestBak

Foreign Affairs : PRE2

? inistry of Foreign Affairs
GToc Mo gt o of Foregn

Toofes v

090




