
Timesheet Management System 

 

Main page  

 

 

 

 



Login page: 

 

After login: 

 



User’s roles: 

In the role section use can add a multiple roles and give the permission to access the features and 

services and edit roles and services.  

 

 

 

 

 

 

 



Employee section: 

In the employee section bi default employee section shows a activate users we can add, view and 

update employees in this section. 

  

Inactivate users: 

 



Add inactivate reasons: 

If user is going to resign then admin can add his resignation date and resign related reason. 

 

 

 

 

 

 

 

 



Companies section: 

In the company section admin add a multiple company’s branches, view and update company. The 

company includes the information about name, location, description and website. 

 

Project codes: 

In the project code section we can add, view and update multiple projects code  

 



Reports: 

The report section shows the monthly and yearly attendance report of employees. In this section firstly 

select the context user after then choose the attendance type and month and it will shows a result. 

 

And if you want to get yearly report then select yearly tab. And go to select context user and select 

attendance type and year then it will show a yearly report. If you not select attendance type then it will 

show a all type attendance report. 

 

 

 

 

 

 

 

 

 

 



Users Timesheet: 

The timesheet section includes three sections  

1. My Timesheet 

2. Timesheet History 

3. Approve Timesheet 

In the My Timesheet section you can create your weekly timesheet and save it.  

The Timesheet History section stores the all record of employee’s timesheet that is pending, rejected 

and saved. The line manager can view his team member’s timesheet only approved, pending and 

rejected. And team member can view only self timesheet and edit timesheet if this is saved or rejected. 

The Approve Timesheet is shows the incoming pending timesheet. The line manager can view this 

timesheet and approve this timesheet. And the administrator can view all users timesheet and approve 

or disapprove user’s timesheet. 

 

 

 

 

 



If you select a month which you want to submit then select weeks from this month and after you can 

see a form of timesheet. 

This is the employee section: 

 

The financial codes that are represent the project codes. The weekly days are shown in the diagram. You 

can select the project from the dropdown list and add a row command. Then you can see the input 

fields. In which you can enter the time in hours. Then you see look like that.. 

 



The “total” section is shows that the total hours you are worked to a particular financial code. If you 

enter the all the data then you can save this timesheet.  Then the saved timesheet you look like that.. 

 

 

Using this section you can edit your timesheet or submit to approve this timesheet into the approver. 

The approver section that is shows your line manager. The admin and your approver can approve the 

timesheet 

If you want to edit this timesheet then you look like that.. 

  And you edit this timesheet and submit to save. 

 

 



If you want to submit your timesheet for approval. Then it will request password verification and check 

minimum weekly hours that is managed by the “Timesheet Validation” section. In which the admin can 

manage the minimum required hours. If your total hours are satisfied the minimum hours and you enter 

your right password then you will be able to submit your timesheet. 

 

 

The Timesheet History section: 

 



If your timesheet status is pending for approval then admin can view as… 

 

And after admin or line manager select the timesheet and approve or disapprove and write comment on 

this.

 



 In which admin can write a comment on this 

This is look like that… 

 

 

The admin or approver can only comment for pending or rejected timesheet. And the users edit 

timesheet only for saved or rejected timesheet. In admin have any doubt related to timesheet then he is 

reject timesheet and writes comment on this. And team member again edit this timesheet and resubmit 

this again. 

 

 

 

 

 

 

 

 

 

 

 



Mail Notification System: 

In the mail notification system two types of notifications. 

1. Timesheet is Due 

2. Please Approve Timesheet 

 

In which you can edit, enable or disable notify system. This is a Timesheet alert system. It will run on 

Monday for the line managers and run on Saturday for the team members. And remind about the 

timesheet.  

 

 

 

 

 

 

 

 



Change Settings: 

In the change settings the user can edit the logo, footer and header. 

 

 

 

 

 

 

 

 

 

 

  

 

 



Logs History: 

The logs history section record the all logs related to users update. Like user update his name or 

password or other information. Then this section shows the all history for selected user. 

This is look like that… 

 

The admin can see a logs history by user, type and within date range. 

 

 

 

 

 

 

 

 

 



Timesheet Validations: 

The timesheet validation section shows that the minimum hours to validate the timesheet is user work 

less then minimum hours of timesheet validation then it will not able to submit timesheet and his 

attendance is not marked. 

Of users timesheet satisfied the minimum hours of users type then he is submit his timesheet. 

  

This is the sample timesheet validation form. In which user can edit or update the minimum hours to 

validate timesheet. 

 

 

 

 

 

 

 

 

 



Attendance and leave section: 

The administrator can change everything. He is able to manage employees leave section. He is mark 

employees leave for future, past and present. And he is the only one that add/edit holidays. 

   

And add holidays are look like….. 

 

 

 



The all users can be able to view attendance for all other employees. This is look like as.. 

 

The red column represents the leaves, the green are show the full days, the mixture of red and green is 

represents the half day and the umbrella is shows the company official holidays. 

 

 

 

 

 

 

 

 

 



The normal employee only can mark his leave for today and future after the approval from admin or his 

line manager. And he is not able to cancel leaves in past. Only futures leaves can changeable by him. 

Admin can change leaves for all employees.  

If the user want to leave request. Then he leaves send the message using email or call. If the admin of 

line manager is approve his leave request then the requests employee going to his profile and mark 

leave it self. 

 

Change password: 

In the change password section the user can change his password with verification of his old password. 

    

 

 

 

 

 

 

 

 



Edit Profile: 

In the edit profile section the user can update his profile.  He is able to update basic information’s. 

This is look like as... 

 


