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Log your time
1. In the sidebar, go to My work > My timesheet.

2. On the Timesheet tab, pick the person.

3. Enter the Date, Hours, Event (if any), and a Note.

4. Click Add time.

5. Click Submit when the time is ready for approval.

Rows show DRAFT, SUBMITTED, or APPROVED.

Approve time
1. Open the Approvals tab, or the Timesheet Approval tab on your Dashboard.

2. Click Approve, or Send back if something needs fixing.



See labor cost
The All & labor cost tab shows every entry and what it costs.

Working on grants? Use My Time (grants) instead. See How to set up grants and log grant time.


