West Moreton Time Sheet

Learning Centre Edition

User Instructions
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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
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Set up timesheet for first use (continued)

Clipboard N Font
| SECURITY WARNING Macros have been disabled,

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

l Enable Content

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

e Enploye el g R

Detais | working Hours | Normal Working Times |

If your standard
working hours are
7:36 for five days a
week, this button

Employes Name:| George Mchzel Smith

Payroll Number:| 123456

Work Unit: | Queensiand Centre for Mental Health Learning

Supenisor: | anthony Miverton

Supenisor Email: [ anthony.miverton@health. did.gov.au
Ensure that all Erloyes FTE [ lets you populate
T Status: . .
mandatory fields are = Y, all fields instantly
completed T | Enter flex /TOIL
= balances to be
Opening Flex Balance:[ ;00 ] ied
Opening TOIL Balan, ! :arrle ov_er
Toggle to indicate Whethel’ Click here to view useful shortcuts, such as: Double click in the sick rom preVIous
leave box lo auto calculate how much sickleave you are taking timesheet
you are an educator

I |
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Set up timesheet for first use (continued

5. Once your infor

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

mation has be

8 D

en entered and confirmed, your timesheet is set up and ready to be used.
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‘Queensiand Centre for Mental Healts Learning
Anthony Miverion

e wea T Fn
Gases 2SS 24BA8  2estn
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ofiha hours werkad by e

Hame:  Gaarge Michas! Smity

Employes's Notes Line Manager's Hotes.

Empiores Hams it Bepnnen | Wonday, 21-ay 2018
- Ew—— Sunday, 03-Jun-2018
Gueenniand Centro for ental Hooth Learning
Antiony Wiverton
SopenvsorEmail aneony mdverton et i o 30
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Timesheet structure

The default status of P
the timesheet template .
includes two tabs:
s s Moa ™ e Tow
235118 25518 26540 275HE 28SHE EETUR T TTUNE TR Employee

“ ” ’ T p——
*  “Readme ‘ i e
*  “CurrentFortnight”

Hame: Georgs Michas! Smith

The “CurrentFortnight”
tab contains the actual

timesheet. This is the ; T Aol Loae
only tab staff members : ﬁ‘

will need to edit under
normal circumstances.

Click 1o 5gn

1730145 30 PM.
ey,
the sheet. is o o sabusson.
eiconds 2244 - L
The “Readme” tab includes employee details, status and 4y
. L N ) 5. The formlas are protected and are not 1o be changed.
work schedule. This information is set during first setup of -
the timesheet and will not need to be modified under Exployee Name George Mhacl S [ Lzne — 1 i [Stamiard
. . . . . |Payroll Number 123456 |Pjrt-Time = % of FTE: Week 1 Monda, 7:36)
normal circumstances. Any change in details (i.e. line Werk ot ved Contracted Hours Per Formighe 3s.00] Toesday =2
! ! X Sopervicn Aty Mivon |3 - T Stacied Honas Wedesdn =36
manager, work unit etc.) can be achieve via the button on Supervisor Ensl |Epstore FTE s Loof | Tusdey 234
”C t F rt ) ht” t b( Id 10) ?‘;::;Ftal-::? g, ‘ortright Ending - 306201 II Frida 736
the “Current Fortnig| ab (see slide 10). Pt o e — -
(Clsing T B o0 Tucsda =59
Wednesda 736
1 Parameters Thursdary 736
Shoqld, for wh:?\tever reason, a reset of the t|mesheet ‘be e . e ]
required, deleting or altering the highlighted information — e
will change the information displayed on the timesheet o el e e
under the “CurrentFortnight” tab. o s St i
Hou of Opeeation Fikh 1800
Standard Hours 736
100
1230
1300
Dy - Mol o Tene 1506
TaooSteeerson i
2016 apphed .




Timesheet structure (continued

Empiosse eane
Employee
information

At it

Geoige Michael Sith
123858,

Fonign g [

Wonday, 21-May-2018

Farmget nang [

63-Jun-20

T I Sun

i ot

Enter start and finishing|

s smm

am smn

times here

Tick to automatically
accrue flex each day

Total

Fcay i 5 8 sk 30 Scourts record
ofthe hours workad by ms

Name Georgs Mchss) Smn

ciek o sgn
[p—

[E———|
e st s bt et e
e T s

Comment sections
for employees and
line managers

e v
+-TOlLHows| 000 | 000 | 000 | om0 0:.00 000 | 000 0.00° 000

Emplayee's Notes

Line Managers Notes

aporsuat nae Besn susrmsa

Timesheet structure (continued

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

TOIL will be
automatically
calculated here

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

Name, Work
Unit, Supervisor,
ered Hours etc

Finalise and Archive This Fortnight
and Create Next Fortnight

Fortnight Seginning
Fortnight Ending

Retrieve an Archived Fortnight

| Meonday, 21-May-2018 |
Sunday, 03-Jun-2018

Provide Feedback About Timesheet

|

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

Total
P —  Fmight |
e s e ok L :
Jrovrriy " PreFill This button lets
e -
all you pre-
- rostered

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)

15t Starf
1st Finish}

2na starf
2nd Finish|

Supenisor Initial

Click to Show Overtime Ror

Gearge Michoel Smith Formight Begering | Wonday, 21-May 2018
120455 FormigntEnng | Sunday, 03-Jun-2018
‘Queensiand Cease for Mental Heolth Learming

s Anthony Mivarton

Supsrvser Email BTN VSTOREN SO, q1d.§0%.8u o

] Mon  To Wed  Thu | Fi Sa Tue  Wed F ERE Total

2USHE | J4SHA | D5SHA | 2SS ZUSHE | JWSHD | J0SME US| SUSHE  wkna m1s vine | Figh T

E ) ol LR
oSkt ; 230 | wal sl ez G 1 corty s i 2 brue and accurate rcord
S -

cfthe howrs warked by e,

2nd shit
Manually enter your g3 pp— Hame  George Michael Smith
start and finishing
times.

Cickinsign
IMPORTANT: 2 e L |
For the timesheet to S Ty | | Line Mansger
function properly at all W 1 1
h properly G Dnumngn:.!r | | Cmy Bt chom mumed O b b n
times please ensure T— e = e e saances and 100 spprovs

your working times
are entered as shown

}M‘,_ 7 I, _ ‘aporols hare been submitied.
T +I- Flax Hours o

A Opening Balance 1:00 [T I I 000 I I I o0 | woo | woo | 000 | won |

on the right! 2 Hama:  Anthony Milverion




Enter leave

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

Mon Tue Wed Thu
16/7M8  17T7ME  187M3  197HM8
15t Shift Star] 7.00 7:00 7.00
Finish| 12:30 12:30 12:30
nd Shift Star] 13.00
Finish| 1506
3rd Shift Star
Finish|
4th shift Star
Finish|
Ainy Shift =5 Max Shift Length
Any Meal Break < 30 minutes
Start time before 7amiFinish time after 6pm
Double click on a cell in line with “Annual Annual Leave 736
Leave”, “Sick Leave” or “TOIL Taken” to Sick Leave 208
automatically calculate the amount of leave Ol Taken 208
. v N Public Holiday
required for that particular day Other
—

Signing your timesheet

S Gaarge Wichse! Smith Fomir Bagnang
el Fumbar 12458 FueinightEndng.

ook e ueansisnd Cantra or Iantad Hosth Loaaming
Supeniaan Arthomy Witverion
antho Employee
= =l e T e — | Employee | certify this is a true and accurate record
] "
o Shie Finishi 12.30) 12.30) 12:30) 123 i2.30f 2w w20 1230 12.30) 1230} | certiy this i 8 trwe and accurshe recerd. of the hours worked by me. Tick the
P Sa ot e w0 6 ww| w0 w6 1 ot ours werked by e
Foadl ol el wo  wos| o wosl  wos| sl ssesl o checkbox under
it S Nams:  Gacege Michaa Smith Name: George Michael Smith "
204 i = 9 the “Employee”
o St S : :
P section to sign
8 e B o : N
e ok | your timesheet
PR ————r—y P— _—
foru Lo — | Date:
Sick Lo T Line Wanager
Loave o Taken -
Pushc Holday | | cary hat e S30ua named OMCer a3 baan om duty Clear signature
[ hae bhan ncrs 55 e,
[y ——r "
Claim Flox “ = ) >
Fiex Fodwdaws | 738 | 735 | 73 | 1% | 13 ] TE | tw | m | 1= | 7w T
i Fabows | 000 | s | e | 000 | osm oo | smw | o | ow | am | ow | sw | omw | om o0
ning Baiance 0700 Employee
Mo Ashony Witverton
T | | | | | ‘ ‘ | I certfy this is a true and accurate record
Lo ofthe hours worked by me.
Approved Jud i
oL Name: George Michael Smith
Supsrvson i b
oLt 000 | w0 | 6w | o | Gw | 0w | ow | oo | ow | ww | ow | ow | iw | ow ) Rk sgn

Date

Click 1o sign

Gear signature._|




Send email to line manager

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

Microsoft Excel ==

Step 1 Employee

I certfy this is a true and accurate record
ofthe hours worked by me Do you want to create an email for your line manager?

Step 3 [

Timesheet notification email created. To enable your line menager to review your
| timesheet you will need to close it

Name: George Michael Smith

| |

Follow the prompt +——«———

SmithGM

Date:  5/06/2018 Click to sign

Clear signature |

Once completed, you will
receive a confirmation

P Fotow o+
1 ighimpartance
& Lowimpaitince

g

Step 4 Finalise and archive
your timesheet (see
next slide)

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

Dear anthony,
Wiy tmeshoet ks ready for review: 3/06/2013
Fisx carryovar 15 0 hours 00 minutes
Tail carryover i 0 hours 00 minutes.

Fegards,
Gearge Michael Smith

Finalise and archive timesheet

This will finalise and archive your current fortnight and creste the next fortnight,
carrying over your FLEX and TOIL balances.

I You will not be able to change it after this.
Step 2

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

You wen't lose this information - it will be stored in ARCHIVE and you will be able
torecall it.

You will be ssked if you want to print your timesheet on the next screen

lal Health Learning l.lpda} Name, Work Finalise and Archive This Fortnight 0K to go ahead?
and Create Next Fortnight
Id.gov.au ~ '
—— i
Thu Fri Sat Mon Tue We S - - - —
231518 241518 25/5118 | 26/5118 27/5M8 _ 2818 29/5/18 30i5
Archived ]

Step 3

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

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

To retrieve it for later printing, click the green ‘Retrieve an archived Fortnight'
butten at the top of this page




Finalise and archive timesheet (continued

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

Goarg Michasl Sih L — Wionday, 16-Jul-2078
Forinsght Endng | Sunday, 28-Jul-2018

Qusensland Conira for Mental Hoalih Learning
Anthamy Milvenon
anthony.milveron@heshh qld.goy.su

Mon  Twe  Wed  The Fi | sa N i Wied  Tha -1 T HE Total
AGTE NS AT ANTAE 0T 21THE 25008 | 26mn8 | zuina . wwe e | Fmighe | EEIVEY

1o 5hin = Vil this s & e and aceursts rocord
fthe bours worked by me

2nd st

200 shim Haers. Guarge Michasl Senith

ik o sign

Lovs Manages's Motes

Employee Name George Michael Smith Fortni¢
Payroll Number 123456 For
£ Work Unit Queensland Centre for Mental Health Learning v ork Finalise and Archive This Fortnight “ . .
Bl supenisor Anthony Milverton 0 ek ghtg Select the “Retrieve an Archived
(3l Supenvisor Email anthony.milverton@health.qld.gov.au ° ° Fortnight” button at the top of the
timesheet.
Step 2 Step 3

o ko St

" o
e m “THIS IS A RETRIEVED COPY'™

- [SAN - ——

] Choose which fortnight you want to view/print

[ A pop-up window will let you
choose the fortnight you would
OB 8 f like to retrieve. Select the
21/05/2018 - 3/06/2018 corresponding date range

o
o | [

I —
e o e y e

07/2018 07/2018
I 18/06/2018 - 1/07/2018

S

e

1 oK Cancel




Retrieve archived fortnight (continued

. 5

Empioyes Hama Goorge Michasl Smih Fatnigra Baginness |

Monday, 18-Jun-2018

 EET TR FemgntEnang |

Sunday, 01-Jul-2018

I veork unt Qussesland Cantre for Mantal Health Laaening
Supsnisoe Anthony Milverton

s

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

Total
Fnight

“*THIS IS A RETRIEVED COPY™

Employee

I cory this s 2 tru8 and sccurate rcond
ofthe Hours werked by me.

Hame.  Gearge Wichael Smith

fields

e tours
000

000 000 | oo | om | 0w

Opaning FLEX Baiancs

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

i3 aml
181 Pt
20 S
2nd Finizh]

Srewed | | |
[ o ]

- TOL Howsl 000000 _]

Empiopees Notes.

Line Manager's Notes

Hama: ~ Amiharey Milverion

N S N N N N (N (N I AN N N St
T T N T T O 0 T T 0

swinou
Dms: 2072010 cirnsen |
,,,,, |
(e
T o
i ki sty s e o
S et it N b 2 e
, , iy ammres
Claim Flex = = =] =] =
Flex Fovenaionn | 7% T i3 | R "

Clok 1o 5ign

Miicrosoft Excel “
3. You will be
srenive Updeted notified that the
| archive has been
updated

Line Mana




Open employee’s timesheet

Gourge Wichae! Senith Fornigh Baginaing Wionday, 16-Jul201
FamigmEnang Sunday, 29-Jul-2018

Empioyee tame
[— s

Select the link embedded in the email from the ik e Gussredend Contre for esta] Hoahh Loarsing
respective employee to open up the timesheet Supaniacs Emat anthony milverionghealt.akd o,
S S ol

CUTME TR ] cpioree

pear Anthony, 1o i 23 P p——
= Lo [Tt

My timesheet is ready for review:|29/07/201g| > v shi et

Flex carryover is 1 hours 48 minutes.

Hame Guoege Michas! Smith

Semithi

B -1

Toll carryover is 0 hours 30 minutes. Gior st

Line Manager

cem vt o s e s e -
Regards, s s ok
George Michael Smith

Somaits haw o S

Home  Anthany Mibveston

i I I -+ I I
e R
a
- ==
o
= ou
T I T 0 T T T T T

Timesheet alerts

Employee Name ‘George Michael Smith

Payroll Number 123456
Any alerts regarding an employee’s working hours will be shown and Work Unit Q“‘“*"""a“_d Centre for Mental
highlighted in the grey section underneath the respective working Supervisor Anthony Milverton

Supenisor Email anthony.milverton@health.qld]

hours:

Any shift length over 5:30hrs

* Meal breaks shorter than 30min 1st Shift Start
Finish
* Start times before 7am 2nd Shift St.art
Finish
+ Exceeding total working time over 9:00hrs 3rd Shift FSt'aE
mnis
ath Shife Star
Finish
Any Shift == Max Shift Length
Any Meal Break = 30 minutes

.. Start time before 7am/Finish time after €pm
Number of hours > 9:00




Sign employee’s timesheet

Line Manager

| certify that the above named Officer has been on duty
38 snown, calculations have been checked as correct,
leave balances and TOIL approved.

Al appropriate documentation to support these
approvals have been submitted.

Tick to sign:

Sign time sheet

Do you want to sign George Michael Smith's 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)

PDF record

Do you want to save a PDF record?

Timesheet folder link:

\QCMHL
Restricted\Timesheet\*EmployeelD*

Line Manager

I certify thatthe above named Officer has been on duty
‘as shown, calculations have been checked as corred,
leave balances and TOIL approved.

All apprepriate documentation to support these.
‘approvals have been submitted.

e
Name:  Anthony Milverton
Tick the checkbox in the —lrms
“Line Manager” section
) ; Date:  21/06/2018
to sign the timesheet
Click to sign
West Moreton HHS - Timesheet W""%ﬂ’ 13

Re— Eeorpe Michact Smh romgmegeney [ o m |
Fayron tmer 1258 Fars i | MOAERmE
Work Unk ‘Quosnsland Conre for Mental Health Leaming
Suervince anmomy Miverton
Superice Emst anhony.mverion@health gk gov.an

26718

5.
Zune | mans e

Total

LU0 Emoloyee

1 oty s 8 trus and sceurate recond
of e heurs workes by me

Mame:  Gearge Michael Smith




Update submission record

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

— fann e

-
P == S
=

Do you want te update the time sheet submission record? [urs crandier

Flex camyover time: 0:00hrs

TOIL carryover time: 0:00hrs. | g

I
=
= =
==

——

s s s
Select “Yes” to open up the submission i o ——
record database in order to enter the e L I,
carryover time for the respective employee

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

ALL DONE!




