0 Forecast

Time Approval &
Time Locking:
Walkthrough Guide

Kruis

Lai \US  sumsk amemican
.......



Forecast Time Approval

My Work Projects Flamingo 00:00:00 (»

Schedule People Schedule Projects Time Management Invoicing Reports

Time Management

Time Approval Company Timesheet
< 11- 17 Jan 2021 > TODAY Group by person ~ FLTER S &

SUBMITTED(1) NOT SUBMITTED (1) APF

WORK MON TUE THY SAT

p— WED R SUN eI L
PROJEGT.QWNER ESTIMATE 1 JAN 12 JAN 13 JAN 14 JAN 15 JAN 16 JAN 17 JAN NEIRES OTALE:

~ Inga 8h 8h Sh 8h - - - 33h X

~ EXPrFeaturet 7h - 4h R - R - 1h %
Sketch game wireframes for 10h 7h - - - - - - 7h
Setup database 7n - = 4h - - - - 4h

~ [[BiE) Feature 2 1h 7h = & = = = 8h x
Develop game structure Sh 1h 5h - - - - - 6h
Sketch game wireframes for 10h - 2h - - = = & 2h

~ | pize Feature3 = 1h 5h 8h = < - 14h X
Build game scene 2 2th = ih 5h = = = = 6h
Design game scene 1 8h - - - 8h - - . 8h

You can now approve your team members’ time registrations for
invoicing and ensure that only correct time registrations end up in
your invoices.



Enabling Time Approval [ Locking @

To use the Time Approval or Time
Locking functionality you have to enable
it in your Admin panel
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Time Lock
Here you can lock all time registrations across your company until a selected locked date. This
will disable everyone from adding or editing time registrations.
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Add Person v

£ James Anderson

® Peter Griffin

et “

If time approval is too much but you still want to ensure that your
team members’ Timesheets are not changed in the past, you can
use the Time Locking function.



Time Locking

The Time Locking requires the following
steps:
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