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Employees



Set up timesheet for first use

1. Find the timesheet template under the following link:

*LINK*

2. Save a copy of the template in your personal timesheet folder under:

J:\QCMHL\INFO MGMT\DATA ADMINISTRATION\Timesheets

Set up timesheet for first use (continued)

3. Ensure that content is enabled for timesheet to function:

4. When opening the timesheet for the first time, you will be prompted to enter a few details:

Ensure that all 
mandatory fields are 
completed

If your standard 
working hours are 
7:36 for five days a 
week, this button 
lets you populate 
all fields instantly

Toggle to indicate whether 
you are an educator

Enter flex /TOIL 
balances to be 
carried over 
from previous 
timesheet

file://WM-PARK-FS1/DATA3/Group/QCMHL/INFO MGMT/DATA ADMINISTRATION/Timesheets


Set up timesheet for first use (continued)
5. Once your information has been entered and confirmed, your timesheet is set up and ready to be used.

Set up timesheet for first use (continued)
6. Clinical Educators

If the “Clinical 
Educator” option has 
been toggled, the 
“Flex” section of the 
timesheet will be 
disabled. Only TOIL 
will be accrued



Timesheet structure

The default status of 
the timesheet template 
includes two tabs:

• “Readme”
• “CurrentFortnight”

The “CurrentFortnight” 
tab contains the actual 
timesheet. This is the 
only tab staff members 
will need to edit under 
normal circumstances.

Timesheet structure (continued)

The “Readme” tab includes employee details, status and 
work schedule. This information is set during first setup of 
the timesheet and will not need to be modified under 
normal circumstances. Any change in details (i.e. line 
manager, work unit etc.) can be achieve via the button on 
the “Current Fortnight” tab (see slide 10).

Should, for whatever reason, a reset of the timesheet be 
required, deleting or altering the highlighted information 
will change the information displayed on the timesheet 
under the “CurrentFortnight” tab.



Enter start and finishing 
times here

Timesheet structure (continued)

Employee 
information

Double click relevant 
cell to automatically 
calculate leave/TOIL or 
manually enter a public 
holiday

TOIL will be 
automatically 
calculated here

Tick to automatically 
accrue flex each day

Comment sections 
for employees and 
line managers

Timesheet structure (continued)

The top section of the timesheet contains a range of buttons, designed to carry out various functions:

Update employee 
information displayed 
in the top left of the 
timesheet

Once all working hours for one 
fortnight have been entered, 
this button will finalise the 
active timesheet, archive it for 
future retrieval, and create a 
new timesheet for the 
upcoming fortnight

This button allows an 
employee to retrieve 
and view a timesheet 
from a previous 
fortnight from the 
archive

Hints and instructions 
regarding the 
timesheet can be 
accessed via this 
button

Any feedback regarding the 
timesheet can be provided 
to the Systems Team directly



Timesheet structure (continued)

This button lets 
you pre-
populate the 
entire fortnight 
with your 
regular working 
hours (specified 
during first 
setup of the 
timesheet)

This button hides/shows 
overtime rows (not relevant for 
Learning Centre)

Enter working hours

Manually enter your 
start and finishing 
times.

IMPORTANT:
For the timesheet to 
function properly at all 
times please ensure 
your working times 
are entered as shown 
on the right! 



Enter leave

Double click on a cell in line with “Annual 
Leave”, “Sick Leave” or “TOIL Taken” to 
automatically calculate the amount of leave 
required for that particular day

Double click the cell containing a particular date 
or week day to fill in your regular working hours
for that particular day

Signing your timesheet

Tick the 
checkbox under 
the “Employee” 
section to sign 
your timesheet



Send email to line manager
After signing the timesheet, you will be prompted to create an email to your line manager:

Follow the prompt

An email to your line manager 
will be generated, and 
automatically populated, 
ready to be sent

Once completed, you will 
receive a confirmation

Step 1

Step 2

Step 3

Finalise and archive 
your timesheet (see 
next slide)

Step 4

SmithGM

Finalise and archive timesheet

Click the “Finalise and Archive” 
button at the top of the timesheet

Step 1

Step 2

Step 3

A pop-up message will ask you to confirm 
your decision to finalise and archive. Click 
“OK” to go ahead, “Cancel” to abort.

A final pop-up will confirm the archiving 
process. Click “OK” to finish the process 
and open the new timesheet for the 
coming fortnight.



Finalise and archive timesheet (continued)

Once a timesheet has been archived, the new timesheet for the following fortnight will appear

Retrieve archived fortnight

A pop-up window will let you 
choose the fortnight you would 
like to retrieve. Select the 
corresponding date range

Select the “Retrieve an Archived 
Fortnight” button at the top of the 
timesheet.

Step 1

Step 2 Step 3



Retrieve archived fortnight (continued)

1. Once retrieved, changes
can be made in the usual
fields

2. Once changes have 
been made, select the 
“Reprint” button at the 
top of the sheet. 

3. You will be 
notified that the 
archive has been 
updated

Line Managers



Open employee’s timesheet

Select the link embedded in the email from the 
respective employee to open up the timesheet

Timesheet alerts

Any alerts regarding an employee’s working hours will be shown and 
highlighted in the grey section underneath the respective working 
hours:

• Any shift length over 5:30hrs

• Meal breaks shorter than 30min

• Start times before 7am

• Exceeding total working time over 9:00hrs



Sign employee’s timesheet

Tick the checkbox in the 
“Line Manager” section 
to sign the timesheet

Save PDF

You will be prompted to save a PDF 
record of the timesheet. Selecting 
“Yes” will create a PDF and 
automatically save it under the 
respective employee’s timesheet 
folder on the restricted drive (only 
accessible by authorised staff)

Timesheet folder link:

J:\QCMHL 
Restricted\Timesheet\*EmployeeID*



Update submission record

Finally, you will be prompted to update the timesheet submission record*

Select “Yes” to open up the submission 
record database in order to enter the 
carryover time for the respective employee

*If you are eligible to view this document, it will open up automatically.

ALL DONE!


