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Employee Management Made Easy

Section 17: Timesheets

The processing of Monthly Hours no longer needs to be done manually.

Once the employee submits a Time Sheet and it is approved, said hours will go through to payroll for

processing.

Hover over Payroll and click on Timesheets to view all these Monthly Hours

Add Payroll Company

Company Setup

Field Allocation

Unpzid Leave

Expense Claims
Update/Process

Reports

Loans

Garnishees

Payroll Audit Log

° Click on Timesheets. The screen will refresh, displaying the Timesheet screen as seen below.
Lol
Timeshests:
Fri=: Ee = LT (= b7 m":"uim bl Ef =
1000 Mark Fut Daphne Naidu (003) Lebo Marc (500350) 183 13 0 196 [[vew [ =at ]
600962 Loulou Phiri Daphne Naidu (003) Mark Fut (1000) 120 12 0 132 [ view [[ at ]
Timeshasts (fiot Yat Approved):
Employee Approver Final Approver: nn"':""‘;‘s)= m m;“ Toral:
600664 Mshiyeng Mashigo Daphne Maidu (003) Mark Fut (1000) 1% 1 [} 17 [vew]
600934 Linda Mkomo Daphne Naidu (003) Mark Fut (1000) 1% 0 17 [vew |
600957 Sabek Makevu Daphne Maidu (003) Mark Fut (1000) 1% (] 4 20[vew]
600959 Gareth Masters. Daphne Naidu (003) Mark Fut (1000) 1% 1 0 17w ]
° As per the image below, Timesheets that has been approved by the Final Approver will reflect at the top of the

page.
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Daghne Nsic (003)
Daghne Nsic (003)

Daphn Naidu {003) Lo Mare (500350
600962 Lowkow Phiri Daphna Naidu {003) Mark Fut (1000) 120 12 0 132 [ J[ £ ]

1 L]
600534 Linda Moo Daphne Naidu (003) Mark Fut [1000) 16 1 [] 17w |
600957 Sabeko Malevu Daphne Naidu (003) Mark Fut [1000) 16 0 4 20 e |
600959 Gareth Masters Daphne Naidu (003) Mark Fut [1000) 16 1 [} 17 e |
Request Final Approvals.
If you still have timesheets that require final approval as per list shown below; click on “Request final Approval”

1000 Mark Fut Daphne Naidu {003) Lebo Marc (500550) 183 13 [] 196 [ view |[ 5ot |
600962 Loukow Phiri Dephne Naidu (003) Mark Fut (1000) 120 12 0 132

Dephine Naicl {003)
Dephne Naicl (003)
Dephine Naicu (003)
Dephina Naidu (003)

The following image will appear.

Requests for final approvals has been sent.

1000 Mark Fut Daphne Naidu {003) Lebo Marc (600950) 183 12 0 196 [_Vew |[ Ea |
600962 Loulou Phiri Daphne Naidu (003) Mark Fut (1000) 120 12 0 132

600564 Mshiveng Mashigo Daphne Naidu {003) Mark Fut (1000) % 1 [ 17 [ew |
600934 Linds Mkomo Daphne Naidu {003) Mark Fut (1000) % 1 0 17 [ew |
600957 Sabek Malevu Daphne Naidu {003) Mark Fut (1000) % 0 4 20w |
600959 Gareth Masters. Daphne Naidu {003) Mark Fut (1000) % 1 0 17 [ew ]

Reques Fral Approvas

The system will send an email notification to the final approver to log onto the system to approve outstanding timesheets

as per email below.
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Hi Mark Fut

Timesheets are required to be approved for period: 01/06/2017 to 30/06/2017. Kindly log into talenger new payroll

(see link below) and if required approve the timesheets.

http://www.talenger.com/talengernew

Thank you

VIEW Employees Timesheet

Click on View

Varty Impart
Timasheets:

Imported Employes Approver
1000 Mark Fut Daphne Naidu (003)
600962 Loukou Phiri Daphne Naidu (003)

Normal Cvertime Overtime
(= farese Tmefhs) LB (R 2 (hrs):
Lebo Marc (600350) 18 3 0 19 an
Mark Fut [1000) 120 2 0 132 Wiew || &

Timasheets (Mot Yat Approved):

Employea

600564 Mshiyeng Meshigo
600934 Linda Nkamao
600357 Sabelo Malevu
600359 Garath Masters

Approver
Daphne Naidu {003)
Daphne Naidu (003)
Daphna Naidu {003)
Daphne Naidu {003)

Final Approver:

Mark Fut (1000)
Mark Fut (1000)
Mark Fut (1000)
Mark Fut (1000)

Mormal
Time (hrs):

Overtime
15 (hrsk
1

1
Q
1

Overtime

2 (hrs):
] 17 [view |
(] 17 [ew |
4 20 [[view |
0 17 [ew |

Torl:

[(Fogues Fral Approvas |
You can now view the employees Timesheet as seen below.

Timeshess:
Period: 16/09/2019 to 16/09/2019
Comments: 0
Aoproved: s by Admin on 17/03/2013
Comments:
Bayroll Commants:

Time Time Mormal Overtime Overtime: .
5= — o In: out: Time (hrs): 15 (hrs)e 2(hrs): =ik
Thursday 01/01/1570 Shift 1 00:00 00:00 8 0 0

Timesheet:

Period: 17/09/2018 to 17,0
Cormmants: 0

Approved: Yes by Admin on 17/09/2013

2019

Comm:
ayrol Cammants:

. Time Time Mormal Overtime: Overtime:
= = Itn = Out: Time (hrs): 1.5 (hrs)s 2 (hrs):
Thursday 01/01/1970 shift 1 00:00 00:00 8 1 []

Total :

Timesheet:
Pariod: 02/09/2019 0 30/09/2013
Commenes:
Approved: Yes by Admin on 17/09/2013
Commanes:
Payroll Gomments:
Day:

Monday
Tuesday
Wednesday
Thursday
Fridsy
Samurday
Sunday
Manday
Tussday
Wednestizy
Thursdey
Fridsy
Saturcay
Sunday
Monday
Tuesday
Wednesday
Thursday
Fridsy
Samurday
Sunday
Manday
Tussday
Wednestizy
Thursdey
Friday
Saturcay
Sunday
Monday

i

Overtime: Overtime
1.5 (hrs)s 2(hrs):

&

1

B Y -

Glucecmsommccnnavwecvwwweneawmene

g


http://www.talenger.com/talengernew
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EDIT Employees Timesheet

Click on Edit

1000 Mark Fut Dephne Naidu (003) Laba Marc (500350)
600962 Louou Phii Daphne Naidu (003) Mark Fut (1000)

600654 Mshiyeng Mashigo Daphne Naidu {003) Mark Fut (1000) 16 1 0 17 v ]
500334 Linds Nkomo Daphne Naidu {003) Mark Fut (1000) 16 1 0 17 [vew |
600957 Sshek Malevu Daphne Naidu (003) Mark Fut (1000) 16 0 4 20 [aw |
600959 Garath Mastars Daphne Naidu {003) Mark Fut (1000) 16 1 0 17 [vew]

‘Reguest Fral Approval

16/05/2019 to 16/09/2019 ] [0 ] I 8

17/08/2019 to 17/09/2019 E} | [1 | o] 9

02/05/2019 to 30/09/2019 187 | [z ] [N 179
183 13 [} 196

Update

° You can now amend the hours accordingly

® Amend the hours and add a comment
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— |

Emgployes: Mark Fut [1000)

sod: Hormal Overtime Overtime :
B . Time (hrs): 1.5 (hrs): 2 (hrs): e
16/09/2019 to 16/09/2019 E I [o | o | 8

17/09/2019 to 17/09/2019 [8 1 o ]
S
02/08/2019 to 30/09/2019 167 r 10 i 177

183 11 0 104 |
On 08/0%/2019 Mark did not worked 2 hours overtime
Comment:
e
Update
®  When finished click on update
Timesheets:
Emgloyee: Mark Fut [1000)
sod: Hormal Overtime Cwertime .
L : Time (hrs): 1.5 (hrs): 2 (hrs): =
16/09/2019 to 16/09/2019 I | [o [o | 8
17/0%/2019 to 17/09/2019 2 | [1 | [o | 9
02/05/2019 to 30/09/2019 [167 | 1o ] [o | 177
183 11 0 194
On 0B/03%/201% Mark did not worked 2 hours overtime
Comment:
e
® The system updated the hours on the employees’ profile accordingly and the hours are ready to be
imported into payroll
Timesheets:
P B o G el = “"N:f"ﬂ‘f‘s): Gveme ?‘E‘%‘E Total:
1000 Mark Fut Daphne Naidu (003) Lebo Marc (600950) 183 ﬁ 0 194 [[view |[ =an |
600962 Lowlow Phiri Daphne Naidu (003) Mark Fut (1000) 120 ) 132 [[Wiew | E2t |
Timesheets (Mot Yet Approved):
B e el m“g"a‘i): f’;m ?‘E‘;f's;‘e Totak:
600664 Mchiyeng Mashigo Dephne Naidu {003] Mark Fut (1000) 16 1 [] 17 [ |
600334 Linds Nkama Dephne Naidu {003] Mark Fut (1000) 16 [] 17 [ |
600957 Sabeks Malevy Daphne Naidu {003] Mark Fut (1000) 16 (] 4 20 [iew |
600959 Garsth Masters Daphne Naidu {003] Mark Fut (1000) 16 1 ) 17 [viaw |

Raquust i Appreak:
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IMPORT Timesheet into Payroll

. Click on Verify Import

[ty oot
Timeshests:
Mormal Overtime Overtime 1
Imported Employes Approver Finzl Approver: Time (hrs) 15 (hrs) 2 (re)e Total:
1000 Mark Fut Daphne Naidu (003) Lebo Marc (600350) 183 1 1] 194 [wien || =
600962 Loukow Phiri Daphne Maidu (003) Mark Fut (1003) 120 12 ) 132 [ Wiew || E2t
Timesheets (Hot Yet Approved):
Normal Overtime Overtime '
Emglayee Approver Final Approver: T (hesh 18 (o 2 Towl:
600564 Mshiyeng Mashigo Daphne Naidu (003) Mark Fut (1000 16 1 [} 17 [[View,
600334 Linda Nkomo: Daphne Naidu {003) Mark Fut (1000) 16 1 (] 17 [ View
600357 Sabek Makevu Daphne Naidu (003) Mark Fut (1000) 16 [ 4 20 [[View,
600359 Gareth Masters Daphne Naidu (003) Mark Fut [1000) i 1 (] 17 [vew,
|
e  Select All or click on individual employees that you want to upload into the Payroll
=
Timesheets:
Selex Emloyes Azprover Final Approver: .H"N:"U‘:‘s)} m ?EES‘ Tatzl:
1000 Mark Fut Daphne Naidu (003) Labo Marc (600950) 183 1 1 194 [ View
600962 Louku Phiri Daphne Naidu (003) Mark Fut (1000) 120 12 (] 132 [[View
“# Selzer &l [ Unsslect &l
e  Click on Import
Timeshests:
Select  Employes Approver Final Approver: _nr'_":”u‘i): ?‘;Ea“';; c;"f';:;‘* Total:
¥ 1000 Mark Fur Daphne Naidu {003) Lebo Marc (500350) 183 1 (] 154 [ View
600962 Lowkow Phiri Daphne Naidu (003) Mark Fut (1000) 120 12 [} 132 [[View

\=b Select All [ Unsslect Il

e  This message will confirm that the timesheets has been updated.

Timeshests have been updatad
‘Varify Impart
Timesheets:
Normal Ovestime COvertime )
Imported Employes Approver Final Approver: Time (esh 15 (hreh 2 ) Totsl:
1000 Mark Fuc Daphne Naidu {003) Lebo Marc (500350} 183 1 [] 194 [ view |[ Eat
600962 Loulou Bhiri Dephna Naidu (003) Mark Fut (1000) 120 12 [} 132 [ v |[ Eat
Timesheets (Hot Yet Approved):
MHormal COvertime Overtime X
Emgloyee Approver Final Approver: Time ek L5 (hre): 2 )t Total:
600554 Mshiyeng Mashigo Daphne Naidu {003) Mark Fut (1000) 16 fl ] 17 [vew
600934 Linda Nkome D=phne Naidu {003) Mark Fut (1000) 16 i ] 17 [wew
600957 Sabelo Malavu D=phne Naidu {003) Mark Fut (1000) 16 ] 4 20 view
500959 Gareth Masters Daphne Naidu {003) Mark Fut (1000) 3 1 0 17 [[view
|
e You can now proceed to Process your Payroll
[ |[ searen | [ Edit | [ Export/import | [ Publish Fayslips |
~
Employee No: Sumame: First Name: Status: (Hrs) Basic Salary Insurance (Taxable) Basic Salary Pensionable Basic Salary Mon Pensionable Travel Allowance Overtime @ 1.5 Overtime @ 2.0 Subsistence Allowance [Local
10001z Fut Mark Unprocessed 183 R0O.00 R ©0.283.67 RO.00 RO.00 n 0
6000050+ Mhizko Bongiwe Unprocessad RO.0D R 404302 RO.00 RO0O0 R133183(35) RB11.8415)
6000190 Ramathuthu Ndeboho Unprocessed RO.00 RE.030.02 RO.00 RO.00 R1484.08(32) RE85.72(14)
6000625 lz3acs Carlo Unprocessad RO.00 R0O.00 R 13,837.70 RO0.00 R4287.83(40) R 2358.58(20)
6000741k Mahlangu Dudu Unprocessed RO.00 R 10,870.00 RO.00 RO.00 R2752.88(33) R2786.75(25)

6001145 Mkuna wincznt Unprocessed RG50.00 R.22.,000.00 RO.00 R 1,500.00 o



