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2. The timesheet form will appear on the right hand side of your screen to fill in.

Depending on your Administration settings certain information may be prepopulated depending on your
role as a user. This can be adjusted as required or filled in manually if it does not populate automatically.
User — default to yourself but you can complete a timesheet for another user, select them from the drop

down.

Activity — select the task you were completing on the job from the drop down.
Role - select your job role from the drop down.

After Hours — tick the box if you are completing work outside your normal work hours and this will adjust

the Rate the timesheet will be calculated at.
Rate / hr and Sell Rate / hr — complete these fields with the relevant dollar values (if they are not

automatically populated).

L

-
1N
- —— e

fields,

Ll Works In Progress

>

Sensitive  Home Uninhabitable W

Add Comment _

/

- box!is; appltcable

Days Since Client

Days Since Repairs

Contact Commenced
Enter;rates;as dollar, /
values e

Q. | Create Link

28th Jul, 2021 5:58 am »

Paul Bramdes

1300 254 726

ajgrantgroup.com.au

Alyson Harris -

Activity =

Adminisiration

Project Manages

After Hours
Rt ! hr

S90.00

Sell Rate | hr

390.00

Activity Date *
18 Aug, 2021

Today | +1 Day | -1 Day | +1 Week -1'Week +1Month -1

Commenced At *

Commenced At
Mow || «15 Min | -15 Min| =1 Hour| -1 Hour | Mearest Hour
Completed At *

miptefed Al

Mow ! =15 Min | -15 Kin =1 Hour | -1 Hour | Nearest Hour
Paid Break Time Type

Paid Break Time Typa
Unpaid Break Time Type

Unpaid Braak Time Typea
MHotes

MNotes

Month

@

N\

BNECrPDbH>OHM

reception@ajgrantgroup.com.au



Works In Progres

Sensitive  Home Uninhabitable = W

-

Add Comment ? ctwiy Oate »
18 Aug, 2021 = (/]
Today | +1 Day| -1 Day | +1 Week | -1 Week | +1 Month || -1 Month
Commenced At * a
Requlred,fieldsbﬁ 08:26 AM o x o
Now || =15 Min || -15 Min | +1 Hour | -1 Hour || Nearest Hour
Completed At * $
09:41 AM @ | x B
Now | +15 Min||-15 Min | +1 Hour | -1 Hour || Nearest Hour
Days Since Repairs Paid Break Time Type "'
Commenced S PETE . o
Unpaid Break Time Type
Minutes v X ol
Unpaid Break Time &
30 x
Motes * E
Notes
Description of/ /
\whatywork.you did &
- eg Work.Orders b ol
1.250 hr (0.500 hr unpaid break)

prepared.

Total Cost for Activity

$67.50
28th Jul, 2021 9:58 am 7 1
Pai ars~dis

Auto calculated by bl

$67.50
Prime P

Create Expense From This Timesheet Record

1300 254 726 ajgrantgroup.com.au reception@ajgrantgroup.com.au



Works In Progress >

Sensitive Home Uninhabitable W

Faid DITaR T Ly e )
> Mo Break - '

Unpaid Break Time Type

Add Comment

N

Minutes - X
[s Unpaid Break Time
30 x

Notes *

Noles

Days Since Repairs Time Spent

Commenced
1.250 hr {0.500 hr unpaid break)

Total Cost for Activity

$67.50
Total Sell for Activity

$67.50

B~ O0P»PDPMOW

Tickithe box<and

Create Expense From This Timesheet Record

thenselect,the,
\W ork@r de r.ycu \/ Link To Work Crder And Create Ap Invoice
- Work Order *
want,to)link: - .
timeshes tlto DC460-00048 [Alyson Harris) Q| x
. . " — Search Show All
| DC460-00930 (Ben Test Subcontractor)

38
DC4€0-00931 (Ben Johnston) sl
28th Jul, 2021 9:568 am

Paul Brandis s DC460-00948 (Alyson Harmis) m
DC460-00953 (Alyson Harris)

1300 254 726 ajgrantgroup.com.au reception@ajgrantgroup.com.au



imment

1300 254 726

Sensitive

Mow || +15 Min | -15 Min || +1 Hour || -1 Hour || Nearest Hour

Paid Break Time Type
No Break

Unpaid Break Time Type
Minutes

Unpaid Break Time
30

Notes =

MNotes. ..

Time Spent
1.250 hr (0.500 hr unpaid break)

Total Cost for Activity

Total Sell for Activity

56750

567.50

Create Expense From This Timeshest Record

& Link To Work Order And Create Ap Invoice

Work Order *
DCA460-00948 (Alyson Harris)

Clickisave

Q| x

Home Uninhabitable

ICancel Save

There are unsaved changes

ajgrantgroup.com.au

4l works In Progress [ IES

L 4

I

#
N

-

B O »MDmM 9O

H

reception@ajgrantgroup.com.au



DC4B0 240 Waterworks Rd. Ashgrove, OLD, 4060 (Brisbane Metro)

Some Caent{ 123 [ Lnasd ko8
- -
o Finance
ﬂmwh
@.,WM Sgrarary AL ReDeratis Iroees Aooounts. Fayable ivoaes Expenses Tmesheets
e
g’:,.,.u- Accounts Payable Invoices
]
e Uacage
== - @
B
Entmar Vioek Dviiers s | Coni rvosced. Rk P
[ ey
= Show Moew
oy O = DC4B0-00830 | Locked | Ben Test Subcon of | Authorised Works
= Ganeral
- 0 P s Pt
by
B Owsin 'Go)To/Finance and
then Accounts
Srwmesn B - | CapayaRIe invoices | Authorised Works
B e [
B Form O ¥ you ik Bo creste an rvoics ko B work order B should rol ba 5 Ol o cancelled atatun

* DC460-00853 | In Progress | Alyson Harris | Authorised Works

. 5]
Seidive  Home Unintatitatie W
]
=
=]
ok P -]
mnm{}rmu Colapuehdl  Wok Growrbisl | imwece Rint 4
L] L] L] LI ] wa nem .‘
=]
l%l T T v gt
Woouk Drcier el Work Drces Cowl  imwodoed e wnvoeced Paic. Ll
SEa0R T (T (117 {1 [T

e

- Voo Grer Sa8  weerh e Cosl  imwwiond ol e P L]
5 Hasory Rk T A L L] L] L
€ Sharn Sy 0 P st bt B asked
- B
e
B O B irveece B baen sdad
-
" « DC4B0-00931 | Draft | Ben Johnston | Allocation ke | Dvomes | 6o 1 o o
Wior Groer Sl ywork Qo Condl  imwoted Ll ] P sl P
m_ i 1w ] wmw W 00 E1]
I W ¥ pox with 12 craate an irvorice for thin ok eder il ahoud not be o drl or canceled stat
-
~ DC460-00948 | Draft | Alyson Harris | Authorised Works T ——
Work Oroer el Vork nger Codl  imrpaced L] Pa o Pamd
" . s prelo W HERS 1] pre T
v @) Wk Groer e Oroer Work Groer Type  Inwoice Number AETourt Mo, am Codw Amount  imnoiced Date Dus Date St Appre
Aduigred
. [eC4E0 5Ly Ay Vi it Wk Tiresihgat BETEY 10 Aey HA L Aggairy.
|
o .
Siyme
awa -

1300 254 726

ajgrantgroup.com.au

reception@ajgrantgroup.com.au

B s06e»0D0)|




Sensitive  Home Uninhabitable @

Lommencea AL "

A
3
.

09:24 AM O x

Mow || +15 Min || -15 Min || +1 Howur || -1 Hour || Mearest Hour

Completed At *

i
[

10:39 AM ® x

Mow || +15 Min || -15 Min || +1 Hour || -1 Hour || Nearest Hour

Paid Break Time Type

Faid Break Time Type... -
Unpaid Break Time Type

Unpaid Break Time Type._.. -
Notes =

Test timesheet x

Time Spent
1.250 hr

B30 >»00H

Total Cost for Activity

$112.50
Total Sell for Activity
$112.50
: e Expense From This Timesheet Record
. Link rk Order And Create Ap Invoice

Cancel

Select to l:raata‘r,

expense on job
R e

There are unsaved ~* anges

Click Save

|

- -

8. Once saved, go to the Expenses tab in the Finance section of the job and you will see an expense has been
created for those Timesheet costs.
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