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Introduction

Welcome to the Timesheet Pro 365 User Guide. This comprehensive guide provides a step-by-step overview
of how to install, configure, and effectively use the Timesheet Pro 365 application within the Microsoft 365 and
SharePoint environments. It is designed to help administrators, managers, and employees efficiently manage
and track timesheets, streamline project workflows, and boost productivity.

Inside this guide, you'll find detailed instructions on setting up the application, configuring key settings, and
navigating the platform’s core features. Whether you're an administrator setting up the system, a manager
reviewing timesheet submissions, or an employee logging your hours, this guide will help you get the most out
of Timesheet Pro 365.

By following the steps in this guide, you’ll ensure a smooth deployment and maximize the application’s value
in enhancing time management and project tracking across your organization.

Version History

Version # Date Highlights

1.0 10/18/2024 This release includes the same features and functionalities
as the old Office 365 Timesheet application.

1.1 02/20/2025 Copy from Previous Timesheet: Added a new Copy to

Previous Timesheet feature, allowing users to easily copy
data from a previous timesheet into a new one, improving
efficiency in timesheet management.

1.2 01/13/2025 Daily Timesheet Report: Introduced a new report that
provides a detailed daily breakdown of employee work
hours, enabling better tracking and productivity analysis
for admins and managers.

Minimum Daily Hours: Added a configuration to
enforce minimum daily work hours, ensuring policy
compliance and alerting employees when their logged
hours fall below the required threshold.

Employee/Manager Dashboard Update: Added Next
and Previous buttons to the right side of the bar graph,
enabling seamless navigation between past and upcoming
timesheets for easier access to historical data and future
schedules.
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1.3 01/13/2025 Missing Report: Introduced a feature for admins and

managers to track missing timesheets, ensuring timely

identification of submission gaps and better oversight of
employee activities.

Login to Microsoft 365 or SharePoint

1. Navigate to the Microsoft 365 login page using the URL: https://www.office.com/

B® Microsoft |  Office procucts v

Resources v Templates  Support My account Buy now

Introducing Microsoft Copilot: Meet your everyday Al companion for work and life. Learn more >

o

Office is now Microsoft 365

The all-new Microsoft 365 lets you create, share and collaborate
all in one place with your favourite apps

Sign up for the free version of Microsoft 365 >

2. Ensure that the user is logged into the Microsoft 365 environment with their credentials.

B® Microsoft
Sign in

Email address, phone number or

No account? Create one!

Can’'t access your account?

Back Next

q Sign-in options

3. Opening the SharePoint Site: Enter the URL of the SharePoint site in the web browser's address bar to access
the site.


https://www.office.com/
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ignatiuz
< jamee.solis@ignatiuzsoftware.onmicrosoft.com

Enter password

sssssssssse

Forgotten my pa

Sign

4. Open your SharePoint site where you have installed the Timesheet Pro 365 application.

Hello, Mason Wells (x4min)

Welcome to the Timesheet Portal, your tool for easy tracking and management of work hours
Record your time and monitor your project progress effortlessly.

8 Dashboard

etlMenagement Track Your Work Hours with Ease
roject Management Efficiently track your work hours with our easy-to-use timesheet system. Create Project CreateTask
Whether your tasks are billable or non-billable, our platform ensures accurate
. logging of your daily activities, streamlining the process for both employees
& Manage Permission ‘ and management. :
[® Document Management Click Here @
)

Employee FAQ

2

E Reports

B Daily Timesheet Report

Bl Missing Report 4 7 1 1 2 Add Shorteut

@ Settings
Total No. of Total No. of Tasks Total No. of Active Total No. of

Projects Employee Timesheets

® App Information
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User Permissions for Site Access

All users accessing Timesheet Pro 365 must have Edit and Contribute permissions. To grant these
permissions to users or groups, follow the steps below:

1. Click the Settings icon (£3) in the top-right corner of the SharePoint site.

— A right sidebar will open.

In the sidebar, select Site Permissions.

Under the Members section, click on the relevant group (e.g., Timesheet Pro 365 Members).
Click New to add users.

Enter the email addresses of the users or groups you want to grant access to.

Click Share or Add to confirm.

2.
3.
4.
S.
6.

SharePoint

PERMISSIONS
® ° &% Permission Levels
[ v
o Q
Grant Create Edit User Rem: Jsi Check
Permissions Group ~ Permission: ns  Permissions [T Site Collection Administrators

[ Access Request Settings

Grant Check Manage
O Name Type Permission Levels
(m] Timesheet Pro 365 Members SharePoint Group Edit
0 Timesheet Pro 365 Owners SharePoint Group Full Control
& Timesheet Pro 365 Visitors SharePoint Group Read
TP 2 e = e 3 R
- People and Groups » Timesheet Pro 365 Members o
New =~  Actions »  Settings =
e
x

Share 'Timesheet Pro 365

O Timesheet Pra 365 Members.

Erika Geesey x




Role Based Navigation Bar

Overview

The Role-Based Navigation Bar in Timesheet Pro 365 allows users to access different sections and functionalities depending on

their assigned role.

Timesheet Pro 365

Dashboard

User Management
Project Management
Manage Permission
Document Management
Reports

Daily Timesheet Report
Missing Report

Settings

App Information

Help And Support

Manager

Timesheet Pro 365

EB Dashboard

&, User Management

B Project Management

aa Management

[® Document Management
E Reports

E) Daily Timesheet Report
E& Missing Report

@ App Information

? Help And Support

-
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Employee

Timesheet Pro 365

GB Dashboard

Timesheet

[® Document Management
E Reports

@ App Information

? Help And Support
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Admin Navigation Bar

The Admin role has the most comprehensive access and can manage all aspects of Timesheet Pro 365. Below are the sections
available in the Admin navigation bar:

Dashboard: The main page where Admins can view overall system statistics and user activities.
User Management: Allows Admins to manage user roles, permissions, and create new users.
Project Management: Create, manage and assign projects and tasks.

Manage Permission: Control user access levels and permissions within the application.
Document Management: Upload, organize, and manage documents within the application.
Reports: Access timesheet reports

Daily Timesheet Report: View detailed timesheet data for specific employees on a daily basis.
Missing Report: A report that highlights employees who have missed timesheet submissions.
e Settings: Manage application-wide settings like email setting, week-ending dates, etc.

e App Information: Provides details about the application version and updates.

e Help and Support: Access help documentation and support resources.

Manager Navigation Bar

The Manager role is slightly more limited than the Admin role but still has access to many important features, such as managing
timesheets and viewing key reports. Below are the sections available in the Manager navigation bar:

Dashboard: The main page where Managers can view overall system statistics and user activities.
User Management: Allow managers to manage user roles and permissions and create new users.
Project Management: Create and manage tasks and assign them to employees.

Document Management: Only view documents which was uploaded by Admin.

Reports: Access timesheet reports

Daily Timesheet Report: View timesheet data on a daily basis for employees.

Missing Report: View and manage employees' missing timesheet submissions.

App Information: Provides details about the application version and updates.

Help and Support: Access help documentation and support resources.

Employee Navigation Bar

The Employee role has the least access, with functionalities focused mainly on submitting and viewing timesheets. The available
sections in the Employee navigation bar are:

Dashboard: A quick overview of the employee's current timesheet data and performance.
Timesheet: Submit, view, and manage personal timesheets.

Document Management: Access documents uploaded by the admin.

Reports: View personal timesheet reports.

App Information: Provides details about the application version and updates.

Help and Support: Access help documentation and support resources.
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Handling Role Combinations

1. Set up the system to manage different role combinations, such as Admin/Manager/Employee, Admin/Manager,
Admin/Employee, and Manager/Employee.
2. Ensure that users with multiple roles can access the correct features and navigation tabs based on their roles.

He”ol Mason We”S (Admin/Manager/Employee)

Timesheet Pro 365

Welcome to the Timesheet Portal, your tool for easy tracking and management of work hours
Record your time and monitor your project progress effortlessly.

“ Manager pleyee

B Dashboard

&% Management

NES
o 5 & =
SR Track Your Work Hours with Ease n
Project Management Efficiently track your work hours with our easy-to-use timesheet system. Create Project Create Tack
Whether your tasks are billable or non-billable, our platform ensures accurate
= logging of your daily activities, streamlining the process for both employees
Timesheet ChACh ¥ il L
and management. @
5 =

Employee FAQ

Ve

& Manage Permission

[ Document Management

E Reports 4 7 2 1 2 Add Shortcut

B Daily Timesheet Report
Total No. of Total No. of Tasks Total No. of Active Total No. of

Projects Employee Timesheets
B Missing Report ’ R
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Dashboard
Admin Dashboard

Hello, Mason Wells (s
Timesheet Pro 365
Welcome to the Timesheet Portal, your tool for easy tracking and management of work hours

Record your time and monitor your project progress effortlessly.

(B Dashboard

o .

Sl Eganoerent Track Your Work Hours with Ease

B Project Management Efficiently track your work hours with our easy-to-use timesheet system. Create Project CreateTask
Whether your tasks are billable or non-billable, our platform ensures accurate

& Maiiade Permision ‘ logging of your daily activities, streamlining the process for both employees

Employee FAQ

and management.
[3 Document Management ' &

E Reports

8 Daily Timesheet Report

&8 Missing Rep 4 7 1 1 2 Add Shortcut

i Settings

Total No. of Total No. of Tasks Total No. of Active Total No. of

. Projects Employee Timesheets
® App Information
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Default Administrator Role

1. Initial installer becomes Timesheet Administrator, with full control over creating admins, managers,
employees, and projects.

2. Display current user's name and role prominently upon login for clear identification.
3. Customize navigation tabs based on the user's role, showing the Admin tab for administrators.

4. Click Here button that links to the Ignatiuz official site for more services.

Hello, Mason Wells pmin

Welcome to the Timesheet Portal, your tool for easy tracking and management of work hours.
Record your time and monitor your project progress effortlessly.

6B Dashboard

& User Management

Project Management

a Track Your Work Hours with Ease
v

Track Your Work Hours with Ease

Efficiently track your work hours with our easy-to-use timesheet system.
Whether your tasks are billable or non-billable, our platform ensures accurate
logging of your daily activities, streamlining the process for both employees
and management.

Click Here

12
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Cards
Cards View:

The Dashboard Cards provide a quick overview of key metrics within the Timesheet system. These cards help
users monitor project and employee activity at a glance.

1. Total Number of Projects: The total count of projects created in the timesheet.

2. Total Number of Tasks: The total count of individual tasks or activities associated with projects in the
timesheet.

3. Total Number of Active Employees: The total count of currently active employees.

4. Total Number of Timesheets: Total number of timesheets, recording hours worked on tasks or projects.

Hello, Mason Wells (gmin

Welcome to the Timesheet Portal, your tool for easy tracking and management of work hours
Record your time and monitor your project progress effortlessly.

mesheet Pro 365

EB Dashboard

=N

S User Management - O=

S Lservanagemers Track Your Work Hours with Ease AL
Create Project Create Task

B Project Management Efficiently track your work hours with our easy-to-use timesheet system.
Whether your tasks are billable or non-billable, our platform ensures accurate
logging of your daily activities, streamlining the process for both employees

A& Manage Permission ‘ and management. & @

P y =
’ Employee FAQ
[E Reports
B Daily Timesheet Report
= Missing Report 4 7 1 1 2 Add Shortcut
8 Settings
Total No. of Total No. of Tasks Total No. of Active Total No. of

Projects Employee Timesheets
® App Information 2 L

Add Shortcut

To enhance dashboard customization for administrators, we’ve introduced a new feature: Add Shortcut.

By default, the dashboard displays four cards: Create Project, Create Task, Employee, and FAQ. Each card
allows you to navigate quickly to its respective tab.

The Add Shortcut feature enables administrators to personalize their dashboard by adding additional cards for
quick access to frequently used sections, streamlining daily workflows.

13
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How to Use the Add Shortcut Feature:

Click the ""Add Shortcut™ button located at the bottom of the dashboard.

From the drop-down menu, select the desired quick link.

Click ""Save" to confirm your selection.

The selected shortcut will now appear as a new card on your dashboard, allowing for easier and faster
navigation.

pPOONME

Add Shortcut

Manage Permission

14
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Removing a Shortcut: If you no longer need a shortcut, click on the cross (x) on the shortcut card to remove
it from the dashboard.

To Remove shortcut, click on cross

' &R

Create Task Employee

i

(=] =)
Create Project FAQ
App Informatio anage Permission

Add éhortcut

Added to the quick link are app information

and manage permission.

15



Timesheet Pro 365 — User Guide

Manager Dashboard

1. Timesheet Status Bar Graph
2. Hours Worked Bar Graph
3. User Identification and Role Display

Hello, Jamee Solis (anagen

Welcome to the Timesheet Portal, your tool for easy tracking and management of work hours
Record your time and monitor your project progress effortlessly.

B Dashboard

B

& User Management 2
Track Your Work Hours with Ease "
i e
B Project Management Efficiently track your work hours with our easy-to-use timesheet system. Whether your H 3
tasks are billable or non-billable, our platform ensures accurate logging of your daily 5
& Management ‘ activities, streamlining the process for both employees and management. £ 2
H

2
’ Click Here I

E Reports s

B Daily Timesheet Report 5

s
El Missing Report

6
® App Information
? Help And Support z 4

2
e ]

Erika Gees

v Jamee Solis

[ Document Management

Hours Warked

1. Timesheet Status Bar Graph: Visualize the manager's timesheets with a bar graph, categorizing them by
status (e.g., Approved, Rejected, Pending, Draft) using distinct colors for clarity.

4

4
- 3
= 3
@
F4
E 2 2
(= 2
‘S
@
=
S 1
=

o

Approved Rejected Pending Approval Draft
Status

16
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2. Hours Worked Bar Graph: Show a bar graph in step 1 that displays each employee's hours worked in the
previous week, providing a visual breakdown of time allocation.

58
50
o I 3
Iﬂ I
rka Geese

y Cassie Nightngale Jhon Steeve

Employees

3. User Identification and Role Display: Retrieve and prominently display the current user's role (e.g.,
Manager) on the dashboard for easy identification.

E"'] Timesheet Pro 365 He”O, Jamee Solis (Manager)
11 o T

Welcome to the Timesheet Portal, your tool for easy tracking and management of work hours.
Record your time and monitor your project progress effortlessly.

& User Management
B Project Management ‘
Toaale Vaiiw WA lacl: 1 lativa wasltle Paaa

| B Dashboard
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Employee Dashboard

1. Timesheet Status Bar Graph
2. Hours Worked Bar Graph
3. User Identification and Role Display

Hello, Erika Geesey ¢y

Welcome to the Timesheet Portal, your tool for easy tracking and management of work hours.
Record your time and monitor your project progress effortlessly.

Employee

G Track Your Work Hours with Ease
Efficiently track your work hours with our easy-to-use timesheet system. Whether your
tasks are billable or non-billable, our platform ensures accurate logging of your daily
' activities, streamlining the process for both employees and management.

Click Here

-

1. Timesheet Status Bar Graph: Present a bar graph indicating the number of timesheets submitted by the
employee, categorized by statuses like Approved, Rejected, Pending, and Draft, with each status
distinguished by a unique color.

18
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3 3
I | I 2
Approved Rejected Pending Approval Draft

Status

2. Hours Worked Bar Graph: Display a bar graph showcasing the employee's hours worked,divided by

each day of the week.

B
10 0
8
7
| | I I
Sunday Monday Tuesday W Thursday Frday Saturday

3.User Identification and Role Display:
Retrieve and prominently display the current user's role(e.g.,Manager) on the dashboard for easy

1dentification.

Timesheet Pro 365

SEAMLESS TIME MANAGEMENT

I 6B Dashboard

Timesheet

[ Document Management

Hello, Erika Geesey gmpioyee)

Welcome to the Timesheet Portal, your tool for easy tracking and management of work hours.
Record your time and monitor your project progress effortlessly.

Employee

‘ Tl WAL L s e B

19
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User Management: How to create a new user role

Add New User Roles

1. Role Selection: Enable the administrator to choose the role from a predefined list.

2. User Email: Input the user's email address linked to this role.

3. Super Manager Option: Provide a checkbox for the administrator to designate the user as a Super Manager.
4. Activation Control: Offer an option for the administrator to activate or deactivate the user role.

5. Save Button: Incorporate a Save button at the form's bottom to preserve the new user role.

There are two ways to create a user role :

Add Manually

User Management
Timesheet Pro 365

Employee

Assign Role
B Dashboard

Choose Option @ Add Manually O Bulk Import
& User Management

User Role * User Name *
Project Management
Select User Role Select User Name
& Manage Permission
User Email

D Super Manager (A super manager cannot be anemployee and can submit their timesheet)
[ Document Management

E Reports Active

I

B Daily Timesheet Report

& Missing Report

Export Q Search
@ Semngs User Name 1 User Email Role Super Manager Active Edit Delete
@ APP Information Jamee Solis Jjamee.solis@ignatiuzsoftw... Manager D V @
Mason Wells mason.wells@ignatiuzsoft.. ~ Admin D V4 W
- Show entres 10 Page 1 0f1 Next
Login As [

20
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On the Admin/Manager tab, you can see the Bulk Import option with a radio button.

Select the Bulk Import radio button.
Download the correct format Excel file directly.

Upload the file back to this page.
Click on the import button.

RN

User Management

Update the downloaded excel file with desired data.
Select the file by clicking on the Choose file button.

Admin/Manager
Assign Role
&8 Dashboard
Choose Option () Add Manually (®) Bulk Import €————
& User Management
Import User Role *
B Project Management —
= Choose file | No file chosen o —
& Manage Permission
Download the template ¢———
[ Document Management
E Reports
€ Daily Timesheet Report
User Name 4 User Email Role Super Manager Active Edit
A —
& Mis Jamee Solis jameesolis@ignatiuzsoftw.. Manager | Vi
Mason Wells masonwells@ignatiuzsoft...  Admin [ ] V4

Employee

21
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1. Employee name: Allow administrators, and managers to enter the employee's name.

2. Employee email: Automatically fetch the associated email ID of the employee based on the entered name.

3. Manager name: Provide a dropdown to select the manager's name from a list.

4. Manager email: Automatically fetch the associated email ID of the selected manager.

5. Active checkbox: Allow the user to mark if the new employee should be active in the timesheet

application.

6. Include a Save button at the bottom of the form to create the new employee user.

Add Manually

Timesheet

6B Dashboard
& User Management

Project Management

3 Manage Permission
[ Document Management
[E Reports

8 Daily Timesheet Report

& Settings
@ App Information

? Help And Support

User Management

Admin/Manager Employee
Assign Role
Choose Option (8) Add Manually (O Bulk Import
Employee ID Department
Employee Name * Employee Email * ¢
- Manager Emai -
Bill Rate
B Active
=
Export a
Employes ID Employes Name Employee Email Manager Name Manager Email Department Bill Rate Active Edit Delete
Cassie Nightngale Cassie. Nightngale@ignatiu... Mason Wells masonwelis@i = Vi w
rica Geesey 2 geesey @ignatiuzsoft..  Mason Wel masonel V] 2 w
Inon Steeve Inon_Steeve's@ignativzsor.. Jamee Sois meesolis@ignatiusoft = 2 I}

22
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Bulk Import

On the Employee tab, you can see the Bulk Import option with a radio button.
1. Select the Bulk Import radio button.

2. Download the correct format Excel file directly.

3. Add employee to the downloaded Excel file.

4. Select the file by clicking on the Choose file button.

5. Upload the file back to this page.

6. Click on the import button.

User Management
+.] Timesheet Pro 365

i bt
Assign Role

(8 Dashboard
Choose Option O Add Manually @ Bulk Import 4—“
‘8 User Management -
Import User Role * 4
B Project Management — -
‘ Choose file ‘ No file chosen 3
# Manage Permission ‘ \
Download the

[® Document Management

Export Q Search

E Reports

& Daily Timesheet Report
Employee ID Employee Name 4 Employee Email ~ Manager Name ~ Manager Email Department Bill Rate Active Edit Delete

& Missing Report

1001 Erika Geesey erika.geesey@ig... Jamee Solis jameessolis@ign...  SharePoint Va W

o] Settings Mason Wells masonwells@ig.. Jamee Solis jameesolis@ign... V4 W

Super Manager Role: Adding a New Super Manager Role

Administrators have the ability to create new user roles, including the Super Manager role, through the User

Management section. This role allows for additional administrative control without submitting timesheets
for approval.

Follow these steps to add a new Super Manager role:

Navigate to User Management in the dashboard.

Click on Admin/Manager, which will open a form to create a new user role.
Select the Role you want to assign (e.g., Admin, Manager).

Note: An existing employee cannot be promoted directly to a Super Manager role.

Set Active Status: Use the checkbox to mark the Super Manager as Active. If you wish to deactivate the
role, simply uncheck the box.

A B

23
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6. Enter the User’s Information: Fill in the username and the email address. The system will auto-fetch
the email once the user is selected.
7. Save the Role: Once all fields are filled out, click Save to create the new Super Manager role.
8. Super Manager Role Functionality:
o No Approval Required for Timesheets: Super Managers' timesheets do not go through the
approval process; they are directly approved.
o Access to Submitted Timesheets: Super Managers can view all their submitted timesheets
along with their status.

By following these steps, the Super Manager role is successfully added, offering users more control and
flexibility within the system while ensuring efficient timesheet management.

24
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User Management

Admin/Manager Employee

Assign Role

Timesheet Pro 365

Choose Option @ Add Manually O Bulk Import
& User Management 1

User Role * User Name *
B Project Management

& Manage Permission

User Email *
D Super Manager (A super manager cannot be an employee and can submit their timesheet)

E Reports Active 3

© Dally Timesheet Report m

3 Document Management

Timesheet
Timesheet Pro 365

@ SEAMLESS TIME MANAGEMENT New Timesheet Approved

Export Q search
Timesheet N
View Week Ending Date ¥ Billable Non Billable Super Manager Status
& Manage Permission
View 03/28/2025 40 0 Mason Wells Approved
[3 Document Management View 01/24/2025 56 0 Mason Wells Approved
View 01/17/2025 56 0 Mason Wells Approved
Daily Timesheet Report Show entries 10 Page 1 of 1

Bl Missing Report

& Settings

Project Management - Add New Project and Task

To manage projects effectively, administrators and users can add new projects or tasks by following these
steps:

Add New Project Manually:

1. Navigate to the Projects Tab: Once users click on the Projects tab, a form will appear for creating a
new project.

25



Timesheet Pro 365 — User Guide

Project Name: Provide a text field where users can enter the name of the project.

Estimated Hours: Include a field where users can specify the estimated number of hours required to
complete the project.

Active Checkbox: Add a checkbox to allow users to mark the project as active. If the checkbox is
checked, the project will be considered active; if unchecked, it will be marked as inactive.

Save Button: Ensure that there is a Save button at the bottom of the form. Once users have entered the
necessary details, they can click Save to store the project.

Project Management

l" .'| Timesheet Pro 365

Task Assign Project to Task

Choose Option @ Project (D Bulk I

Project Name * Estimated Hours

A4 Manage Permission l

[ Document Management

E Reports Export

Q Search

Project Name 4 Estimated Hours Active Edit Delete
= nme Seamless Integration 6 a W
Bl Missing Report 8

Timesheet Migration 50 u Vi 0]

26
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Bulk Import - Import Project

The Bulk Import feature allows you to upload multiple projects at once, saving time and effort. Follow the
steps below to perform a bulk import of projects:

1. Select the Bulk Import Option:
On the Project tab, you will see the Bulk Import option. Select the Bulk Import radio button to
proceed.
2. Download the Template:
Click the Download the template link to get the correct format Excel file required for project import.
3. Add Projects to the Excel File:
Open the downloaded Excel template and add the necessary project details, including Project Name and
Estimated Hours for each project.
4. Upload the Excel File:
After filling in the Excel file, click on the Choose file button to select the file you have prepared.
5. Upload the File:
Once you’ve selected the file, it will appear in the file selection box. Click on the Import button to
upload the file.
6. Complete the Import:
The system will process the file, and the projects will be imported into the system.

Project Management

+...] Timesheet Pro 365

Project
Choose Option () Project (8) Bulk Import €———
& User Management

Import Project *

B Project Management Chaose file | No file chasen “+ — n
\J

Project Name Estimated Hours Active Edit Delete

[% Document Management

E Reports

Seamless Integration 6 u Va Ty

Timesheet Migration 50 n f -L:“l-

Show entries 10 Page 1of 1 | Previous

Add New Task Manually:

1. Navigate to the Task Tab:
Once users click on the Task tab within the Project Management section, a form will appear to create a
new task.

2. Enter Task Details:
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o Task Name: Type the name of the task in the provided field.
o Active Checkbox: Optionally, check the Active checkbox to make the task active or uncheck it
to make the task inactive.
3. Save the Task:
Click Save to add the new task to the system.

Project Management

Project pesian Preject to Tk

Choose Option @ Task O Bulk Import

Em— n
.
- |

esheet Pro 365

B Active +——— ‘
.
=3
ear
Task Name 1 Active Edit Delete
Production Setup [} & W
Unit Testing B V- W

S | [ o
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Bulk Import - Import Task

To efficiently import multiple tasks at once, use the Bulk Import option on the Task tab. Follow these steps
to import tasks:

1. Select the Bulk Import Option:
On the Task tab, click the Bulk Import radio button.
2. Download the Template:
Click the Download the template link to download the correct Excel template format for task import.
3. Add Tasks to the Excel File:
Open the downloaded Excel file and add your task details, such as Task Name and Active Status for
each task.
4. Upload the Excel File:
After updating the file, click the Choose file button to select the file you just modified.
5. Upload the File:
Once the file is selected, click Import to upload the file back to the system.
6. Complete the Import:
The system will process the uploaded file and import the tasks into the system.

Project Management

E‘ﬂ Timesheet Pro 365
G o S prwe" “ ASSig" plo;e“ N T.“k

Choose Option () Task (®) Bulk Impart ¢————
& User Management

Import Task *

B Project Management Choose file | No file chosen ~ n
@ Timesheet Download the template 4
2 \
Export Q Search
Task Name Active Edit Delete
Production Setup ﬂ 7 (0]
Unit Testing u f 'QI

Show entries 10 Page 10f 1 | Previous | | Next
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Assign Project to Task

Once users click on the Assign Project to Task tab within the Project Management section, a form will
appear to assign a project to a task. Follow these steps to complete the process:

1. Select the Project:
In the Assign Project to Task form, select the desired project from the Project Name dropdown menu.

2. Select the Task:
Next, choose the task to which you want to assign the project from the Task Name dropdown menu.

3. Save the Assignment:
After selecting both the project and the task, click the Save button to finalize the assignment.

This process will associate the chosen project with the selected task, simplifying task and project management.

Praject Management

Peagect Ttk

Progect Name Task Mme ©

Progect Mamaer T Tk e = n
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Excel Format for Bulk Import

When you download the template from the Bulk Import option, the following format will appear in the
Excel file. This format is used for adding Projects and Tasks into the system.

1. Excel Format for Project

e Project Name: Enter the name of the project (e.g., Projectl, Project2).

o Estimated Hours: Input the estimated hours for the project (e.g., 100, 200).

e Active: Specify whether the project is active or inactive by typing TRUE for active projects and
FALSE for inactive projects.

Projects EstimatedHours| Active
Froject 100 TRUE
Froject? 200 FALSE
Froject3 300 FALSE
Frojectd4 400 TRUE
Frojects 500 TRUE
Frojectb B00
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2. Excel Format for Task

e ProjectTask: List the names of tasks (e.g., Project task1, Project task2).
e Active: Specify whether the task is active or inactive by typing TRUE for active tasks and FALSE for
inactive tasks.

ProjectlTask Active

Froject task’ TRUE
Froject taskZ FALSE
Froject task3 TRUE
Froject task4d FALSE
Froject taskb TRUE
Froject taskb TRUE

Manage Permission - Authorized Access
To grant a user access to another user’s account, follow these steps:

1. Enter Authorized User Details:
In the Authorized User Name field, enter the username of the person to whom you want to grant
access.

2. Select App User:
From the App User Name dropdown, select the user whose account access you want to grant.

3. Save the Assignment:
Click the Save button to finalize the access. The authorized user will then have access to the selected
user account.

4. Making Users Inactive:
If needed, you can make the granted user access inactive. Once a user is marked as inactive, they will no
longer be able to access the granted user account.
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Authorization Logs

The Authorization Logs section records all activities performed by the admin when modifying access
permissions or performing actions on behalf of other users. These logs are crucial for tracking changes and
ensuring transparency in user management.

How It Works:

1. Logged In User:
This column displays the admin user who is logged in and performing actions.
2. Logged In As:
This shows the user who is being affected by the admin’s actions. For example, if the admin is changing
permissions or updating timesheet details for another user, that user will be displayed here.
3. Page Name:
The page where the action took place, such as Timesheet or another section of the portal.
4. Activity Performed by User:
This column outlines the specific action taken, such as:
o "Employee timesheet added successfully!"
o "Email setting has been updated!"
o "Employee timesheet update successfully!"
5. Date:
This column shows the date when the action was performed.

.. M365 Timesheet Manage Permission

Timesheet - Authorized Access Authorization Logs

@ Dashboard

& User Management
Logged In User Logged In As Page Name Activity Performed By User Date

B Project Management

et added successfully!

3 Document Management

E Reports

i Settings

® App Information Mason Wells Mason Wells Timesheet Employee timesheet added successfully

? Help And Support
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Select App User
To assign management permissions and log in as another user, follow these steps:

1. Assign User Management Permissions:

Once the user is granted management permissions, they will appear in the dropdown list.
2. Select App User:

In the App User Name dropdown, select the user you want to manage.
3. Login as Selected User:

After selecting the desired app user, click on the Login As button. This allows the admin to log in as the
selected user and perform actions on their behalf.

By following these steps, you can efficiently manage user permissions and log in to any account for
administrative tasks.
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EEAMLESS TIME MAMAGEMENT

B Dashboard
& User Management

B Project Management

a4 Manage Permission
[& Document Management
E Reports

E) Daily Timesheet Report
El Missing Report

&R Settings

® App Information
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Document Management

1. Upload Documents:
Users can upload documents by selecting one of two options:
o Browse: Click the Browse button to open the file explorer, select the desired document, and
upload it.

o Drag and Drop: Drag the document from your file explorer and drop it into the designated area

to upload.
2. File Listing:

Uploaded files will appear in a table format below the upload area. Each file will display its name, and

users can delete files if needed.
3. Search and Manage:
You can search for specific documents by their name using the Search bar.

Document Management

Timesheet Pro 365

Drag and Drop Files to upload
or

Browse

(B Dashboard
& User Management
B Project Management

= Q, Search
Timesheet i

(k] File Name Delete
8 Manage Permission
2 meshee Installation Guide.pdf ii]
[ Document Management -
anag 2 Timesheet User Guide (1).pdf w

E Reports

B Daily Timesheet Report
Ed Missing Report

8 Settings
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Reports

1. Available Filters:
Within the Reports section, you can use various filters, such as Super Manager, Manager Name, date
range, employee name, project, and timesheet status.

2. Generating Reports:
After applying the desired filters, click the Search button to generate the report.

3. Exporting Reports:
When exporting reports, you can also filter by timesheet status. Ensure you select the required status
filter as needed.

Advance Reports

Manager * g Employee Status
e
elect Manager Name Select Employee Name Select Status
Project Task Hours
Project Nam I Ir
ment Management
Date Range
B Reports Month Year

Select Month
B Daily Timesheet Report

B Missin Report
From Date To Date 2
&8 Settings - Select From Date B Select To Date B8

Display Type @Gud O Chart gm
4. Grid View:
Reports will be displayed in a grid format according to the selected filters.
Dispiay Type @ s O chan =
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5. Chart View:
Additionally, reports can be viewed in a chart format based on the set filters.

Timesheet Pro 365
From Date To Date

Select From Date Select To Date

B Dashboard

O User Ma
& Ul gt Display Type (O Grid (@) Chart

B Project Management

Timesheet Chart

Project-Total Hours
84

Timesheet

& Manage Permission 8

[& Document Management 68
E Reports

B Daily Timesheet Report fa

Bl Missing Report

@8 Settings

Select Use
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Daily Timesheet Report

1. Available Filters:
Within the Daily Timesheet Reports section, you can filter by Employee, Month, Year, From Date, and

To Date.

2. Generating Reports:
After selecting the desired filters, click the Search button to generate the report.

Daily Details Reports

Employee *

& User Management

Month Year
B Project Management Select Month
& Manage Permission From Date To Date
Select From Date B Select To Date ]
E Reports
B) Daily Timesheet Report F ﬁ
B Missing Report
8 Settings
0] App Information
? Helo And Suooort
Missing Report

If an employee forgets to fill the timesheet for any week, that week’s report will appear here. This section is
accessible only to Admin and Manager users.

1. Within the Missing Report section, a filter for Employee is available.
2. After selecting the employee, click the Search button to generate the report.
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Employee *

6B Dashboard

& User Management

agement

App Information

Missing Report

Timesheet Pro 365
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-

E=a - § —

Employee *
Erika Geesey
& Manage Permission
[ Document Management
E Reports
) Daily Timesheet Report Employee ¥

Erika Geesey
E Missing Report
Erika Geesey

83 Settings

Erika Geesey
® App Information Erika Geesey

Erika Geesey

Missing Date

12/13/2024
11/01/2024
11/08/2024
11/15/2024

11/22/2024

Status

Missing Report

Missing Report

Missing Report

Missing Report

Missing Report

Show entries 10

Q Search

Page 1 0of 1 Next
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Setting

On the settings page, an Admin can change the default week-ending day (Friday) to any other day if needed.
The setting page will only be visible after the Pro version is upgraded by the Admin. Also, the setting page
will be available only in the admin account.

General Setting

1. Select weekending date.
2. Select the Date format.
3. Click on the Save Button.

General Setting
imesheet Pro 365

 Set Week Ending Day/Date Cg Project/Task Setting

Reports
E Reports Select Week Ending Day
B Daily Timesheet Report ) monday ) Tuesday O wednesday () Thursday @) Friday O saturday O sunday «— _

Bl Missing Report Select Date Format

O po-MMyYYY (@) MM-DD-YYY ¢— |
@ Settings A 2
— I

General Setting
Timesheet Setting
@ App Information

? Help And Support

Project/Task Setting

1. By default, the selected option will be All Users, but if the admin wants that employee should not add a
task in the application so now the admin can restrict this by selecting another option that is Admin and
manager only.

2. Click on save, once the selection is done.

3. This will help the admin to apply restrictions on employees to add tasks in the application and from there
onwards only the Manager and Admin will have the authority to add Projects and tasks.
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General Setting

imesheet Pro 365
AMLESS TINE & !  Set Week Ending Day/Date L8 Project/Task Setting

Setting for Project/ Task by User

€ Daily Timesheet Report

O Admin and Manager (Only Admin & Manager can add projects/tasks)

= Missing Report (@) All users (Admin & Manager can add projectsftasks, Employees can add tasks only)

8 Settings )
General Setting
Timesheet Setting

@ App Information

? Help And Support

Timesheet Setting

Email Setting

A new option has been added to the email settings. The admin can now choose whether the timesheet should
be approved directly or require the manager's approval first. Additionally, you now have the option to send an
email for timesheet approval or to notify the manager when the timesheet is directly approved.

Timesheet Setting

“iknctimk i ot

[ Document Management Timesheet Submission

& Reports (® Manager Approved O Direct Submission €¢—— 7

Notify Manager

Daily Timesheet Report -
[ o R
Ed Missing Report 1

Timesheet Pro 365

i§3 Settings

General Setting
Timesheet Setting

® App Information

_
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Benchmark Setting

In the benchmark settings, the admin can configure daily hour limits by setting the Benchmark Daily Maximum
Hours and the Benchmark Daily Minimum Hours. For example, if the admin sets the maximum benchmark to
10 hours, employees cannot log more than 10 hours in their timesheets. Similarly, if the minimum benchmark
is enabled and set to 4 hours, employees must log at least 4 hours. Any entries exceeding the maximum or
below the minimum (if enabled) will trigger a validation error.

Timesheet Setting

£ Email Setting wl Benchmark Setting (3\ Billable/ Non-billable

Note : Changes in benchmark will effect in the old timesheet. Please make sure to take the backup of old timesheet before any changes.

Benchmark Daily Maximum Hours * /’ Benchmark Daily Minimum Hours

Timesheet Pro 365

[2 Document Management

Benchmark Minimum

[E Reports

Daily Timesheet Report

5 Missing Report

@ s ] - I
4

General Setting
Timesheet Setting

® App Information

_

Billable/Non-Billable Setting

In the Billable/Non-Billable tab, users have the option to decide whether their organization needs the Billable
checkbox in the timesheet. If the "Hide Billable" option is selected, the Billable checkbox will be removed
from the timesheet.
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Timesheet Setting

3 Email Setting ul Benchmark Setting L2\ Billable/ Non-billable

Note : On selection of billable/ non-billable setting, the billable/ non-billable checkboxes will be display in new timesheet page.

-

+..+]1 Timesheet Pro 365

3 Document Management
Display Setting

E Reports
& Rer (®) Show Billable (O Hide Billable 4 I
=

Daily Timesheet Report
El Missing Report

@3 Settings

General Setting
Timesheet Setting

0} App Information

App Information

Welcome to our Timesheet Application! Below, we've outlined the exciting features available in our different
versions to cater to your specific needs:

Pro Version Timesheet:

. Versatile Dashboard: Comprehensive view of key metrics and activities.

. Data Import: Import data from various sources effortlessly.

. Enhanced Employee Section: Advanced features for detailed employee management.

. Project and Task Import: Simplify project and task setup with import capabilities.

. Super User Access: Access advanced settings and features.

. Extensive Settings Section: Customize various application aspects.

. Advanced Permissions: Granular control over user permissions.

. Activity Tracking Logs: Monitor and log user activities for better oversight.

. Flexible Timesheet Settings: Adapt timesheet settings to business requirements.

10. Detailed Reports: Generate customizable and detailed reports.

11. Document Library Functionality: Manage and store documents easily within the
application.

O 01N DN K W~
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App Information

] Timesheet Pro 365

Welcome to our Timesheet Application! Below, we've outlined the exciting features available in our different versions to cater to your specific needs:

Pro Version Timesheet:

[3 Document Management

E Reports

« Versatile Dashboard
« Data Import

« Enhanced Employee Section

Daily Timesheet Report *Erojectanclaskclmport

Ed Missing Report

&3 Settings

® App Information

« Super User Access

« Extensive Settings Section
« Advanced Permissions

« Activity Tracking Logs

« Flexible Timesheet Settings
« Report

» Document Library Functionality

? Help And Support Timesheet Enterprise Version:

We offer customization options to tailor the application to your unique requirements for an additional cost. Visit our website to learn more about how our Enterprise Version Timesheet
Application can streamline your workflow and boost productivity!

Thank you for considering our Timesheet Application!

ke

Help and Support

We are committed to providing you with a seamless and efficient experience while using our Timesheet
Application. Below are several resources to assist you:

1. FAQs
o Visit the Frequently Asked Questions (FAQ) section to find quick answers to common
questions related to using the application.
2. User Manual Link
o For a more comprehensive guide on using the Microsoft 365 Timesheet (Office and SharePoint
App), refer to our detailed User Manual.
o Click the link for more detailed instructions on how to use the app.
3. Contact Support
o Ifyou encounter any issues with configuration, access, or other difficulties, visit our client
support portal for personalized assistance.
o For any questions or issues with the application, please reach out through our Client Support
Portal.
4. Feedback
o We truly value your feedback! Please share your suggestions, report any issues, or provide
general feedback to help us improve the application and better meet your needs.
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Help And Support

|..'. *) Timesheet Pro 365

Welcome to our Timesheet Application! We're here to ensure you have a smooth experience using our application. Below are some resources available to assist you on our website:

application click here.

ctively click here.

act us via emall at support@ignatiuz.com

The Approver(s) Receives an Email The Employee Receives an Email
Notification Notification

| |

Approver(s) Approve/reject Spent Hours

M Of Timesheet }‘ c‘
The Employee Draft Spent Hours In ‘ ‘
Ti r
imesheet 0 Approved
= d { - 1 - 4_
Draft Pending Approval L ‘0 Rejected

The Approver(s)* Rejects
Request

Create New Timesheet

Only Super Managers and employees can create their timesheets. Navigate to the New Timesheet tab.

1. Click on the Week ending date text box to open the calendar.

2. Select the week-ending date from the calendar.

3. If the billable toggle is enabled, all checkboxes will be selected; if disabled, all
checkboxes will be unselected.

4. Select the Project from the project dropdown.

5. If there are many tasks associated with the project, enter the project and task name in the
search box for easy selection.

6. Select the Task from the task dropdown.

7. The Billable and Nonbillable sections will show the total hours added for each day.
8. Add the number of hours spent on the task for each day of the week.

9. Add descriptions/comments if needed in the description box.

10. Click on the Add rows button to add new rows if required.

11. Click Copy Last Created Timesheet to view the last created timesheet.

12. Click Save draft to save the data and allow editing the timesheet later.
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New Timesheet

Timesheet
Timesheet Pro 365
L - Drafted Submitted Rejected Approved
Week Ending Date *
Billable
02/21/2025 0
Project Name Task Name ) Mon Tee  Wed T Fi sat Sun  Task Description Delers 1o
Billable Hours
Timesheet Migration Production Setup 2 3 1 2 2 W 10
Timesheet application Timesheet application task 1 ’ 2 3 2 1 2 0} 10
® App Information
Seamless Integration Unit Testing (/] 2 2 1 2 1 0} 8
? Help And Support
Billable [ 8 4 H 5 0 0 28 28
Mon Billable 0 0 0 0 0 0 0 0

View All Drafted, Submitted, Rejected, and Approved Timesheets:
1. Drafted: Can view draft timesheets and modify them again.

2. Submitted: Displays all submitted timesheets.

3. Rejected: Shows all timesheets rejected by the manager.

4. Approved: Shows all timesheets approved by the manager.

Drafted Timesheets

Timesheet Pro 365 Timesheet
View Week Ending Date  Billable Non Billable Employee Manager Status Delete
[ Document Management View 09/27/2024 14 0 Erika Geesey Jamee Solis Draft W
View 10/18/2024 4 0 Erika Geesey Jamee Solis Draft 0}
View 10/25/2024 4 0 Erika Geesey Jamee Solis Draft 0f

@ App Information

? Help And Support Show entries 10 Page 1 of 1 [ Previous | [ Next|




Submitted Timesheets

Timesheet Pro365 [ Timesheet

New Timesheet Drafted
8 Dashboard
& Timesheet
View Week Ending Date Billable
D. Document Management View 07/05/2024 12
& Reports View 08/09/2024 24
View 08/23/2024 32

® App Information

? Help And Support

Rejected Timesheets

Timesheet Pro 365 Timesheet
New Timesheet Drafted
B Dashboard
View Week Ending Date Billable
[3 Document Management View 09/13/2024 13
& Reports View /2024 12

® App Information

? Help And Support

Timesheet Pro 365 — User Guide

m Baseied Repred
Q
Q
Non Billable Employee Manager Status Delete
0 Erika Geesey amee Solis Pending Approval W
0 Erika Geesey Jamee Solis Pending Approval W
0 Erika Geesey Jamee Solis Pending Approval W

Show entries 10 Page 1 of 1 {Previous} | Next]

s Aoproted
Non Billable Employee Manager Status
0 Erika Geesey Jamee Solis Rejected
0 Erika Geesey Jamee Solis Rejected

Page 1of 1 [ Previous | | Next|

Show entries 10
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Approved Timesheets

Timesheet

New Timesheet Drafted Submitted Rejected

a

Timesheet Pro 365

6B Dashboard

View Week Ending Date Billable Non Billable Employee Manager Status
D.' Document Management Vidii 09/20/2024 0 o Erka Gedsey J—— P—;
E Reports View 09/06/2024 8 0 Erika Geesey Jamee Solis Approved
@ App Information View 10/11/2024 4 0 Erika Geesey Jamee Solis Approved
? Help And Support Show entries 10 Page 1 of 1 Previousl M'

Management — Approval and Rejection of Timesheet
The management portal is used to view all the submitted employee timesheet and their

current status. Management - Can see assigned employee-submitted timesheets.

1. Pending — Will show a pending timesheet which is pending approval.
2. Approved— Will show all the approved timesheets.

3. Rejected — Will show all the rejected timesheets.

4. Employee Timesheet — Will show all timesheet of employee.

Pending Approval

Jamee Solis

Pending Approval Approved Rejected Employee Timesheet

Q Search

Timesheet Pro 365

B Project Management Week Ending 7

View Date Billable Non Billable Employee Manager Status
& Management View 01/31/2025 40 0 Erika Geesey Jamee Solis Pending Approval
D) Document Management View 12/06/2024 6 0 Erika Geesey Jamee Solis Pending Approval
View 11/29/2024 12 0 Erika Geesey Jamee Solis Pending Approval

E Reports

Show enti 10 Page 1 of 1
B Daily Timesheet Report how entries age 1 of (Next)
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Jamee Solis

Pending Approval Approved Rejected Employee Timesheet

Search

Timesheet Pro 365

B Project Managem

Week Ending v

View Date Billable Non Billable Employee Manager Status
&% Management View 01/31/2025 40 0 Erika Geesey Jamee Solis Pending Approval
[z Document Management View 12/06/2024 6 0 Erika Geesey Jamee Solis Pending Approval
View 11/29/2024 12 0 Erika Geesey Jamee Solis Pending Approval

E Reports

B Daily Timesheet Report Show entries 10 Page 10of 1 | Previous @

Pending Approval

Approved Timesheets

1. Navigate to the Pending Approval timesheet to view any timesheet for approval or rejection.
2. Enter Manager Comments.

3. Approve or Reject Timesheet.

Jamee Solis

fenting Approvs! Sejected EmployeeTimeshest

Timesheet Pro 365

B Project Management A Search
_ Week Ending = Z

& Management View O ¥ Billable Non Billable Employee Manager Status

View 01/31/2025 40 0 Erika Geesey Jamee Solis Approved
[® Document Management

View 01/24/2025 56 0 Erika Geesey Jamee Solis Approved
E Reports

View 01/10/2025 8 0 Erika Geesey Jamee Solis Approved
B Daily Timesheet Report View 01/10/2025 40 0 Jamee Solis Jamee Solis Approved
Bl Missing Report View 01/03/2025 24 o Erika Geesey Jamee Solis Approved

Show entries 10 Page 10f 1 [ Previous

Jamee Solis

Pending Sepreel Fijected Employes Timeshest

Week Ending Date *

Timesheet Pro 365

B Project Mal
Employee Name : Erika Geesey

2 Management Status : Approved
Project Name Task Name B!"'}ble"Nor" Mon  Tue Wed Thu Fri Sat Sun Task Description Delete e
Billable Hours
= 20
20
Billable 8 a 8 8 8 0 [¢] 40 40
Non Billable 1] 0 0 0 0 1] 0 o

1/13/2025 17:03 PM (Approved)
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Rejected Timesheets

Jamee Solis

mesheet Pro 365

Pending Approval Approved Employee Timesheet
Q. Search

View \::t:k Eixing ¥ Billable Non Billable Employee Manager Status

View 02/21/2025 56 Q Erika Geesey Jamee Solis Rejected

View 12/27/2024 24 8 Erika Geesey Jamee Solis Rejected

View 12/20/2024 12 1] Erika Geesey Jamee Solis Rejected

Show entries 10 Page 10of 1

Jamee Solis
Timesheet Pro 365

@ i e Pending Approval Approved Rejected Employee Timesheet

View Week Ending Date Billable Non Billable Employee Manager Status
View 02/21/2025 56 0 Erika Geesey lamee Solis Rejected
View 01/31/2025 40 0 Erika Geesey Jamee Solis Approved
View 01/24/2025 56 0 Erika Geesey Jamee Solis Approved
View 01/10/2025 8 0 Erika Geesey Jamee Solis Approved
View 40 0 Jamee Solis Jamee Solis Approved
View 01/03/2025 24 0 Erika Geesey lamee Solis Approved
View 24 8 Erika Geesey Jamee Solis Rejected
View 12 1] Erika Geesey Jamee Solis Rejected
(‘D A[.'JD Information View 6 0 Erika Geesey Jamee Solis Pending Approval
View 12 0 Erika Geesey Jamee Solis Pending Approval

?

Help A

Show entries 10 Page 1 of 1 L




How to delete the application from the site?

Timesheet Pro 365 — User Guide

1. Navigate to Site Contents by clicking on the Settings (gear icon) located in the top right corner of the page.

2. Select Site Contents from the drop-down menu.

3. In the Site Contents page, locate the app you want to delete. App are typically listed along with other
content like document libraries and lists.
4. Click on the ellipsis (...) next to the app name. A drop-down menu will appear with several options.
5. Select Remove from the menu.
6. To revert to Classic SharePoint, click on the link Return to Classic SharePoint located at the bottom left
side of the page.

SharePoint

. Timesheet Pro 365  Home  About One Contoso

L Search

+ New

m

m

Project

Project Task

Setting

Task

Theme

Timesheet Users
UserLog

Apps for SharePoint

Events :
Monitor

Site Pages Remove

Timesheet Pro 365 A App

Content scheduler list

&0 Site usage

9/24/2024 5:16 AM

Previous event Edit A 1 membe

'f_;' Site workflows @ Site settings m Recycle bin (C
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Ty /o il

ﬂ Timesheet Pro 365  Hon About One Cont Team calendar

Action isn't supported in this view

We are working to add that functionality to this page. In the meantime, please go to classic

SharePoint to complete this task
Return to classic SharePoint Close

B

7. Find the Timesheet Pro 365 app and click on three dots.
8. Click on three dots.
9. Click on Remove.

SharePoint

NonExistingUser Project Task

Modifie

Setting Site Assets

= - M

o Moc N -
Modified 20 hour

Timesheet Pro 365

Style Library Timesheet Pro 365

ABOUT  DETAILS  REMOVE

Timesheet Users

Timesheet Pro 365

new!

UserLog

new!

Modified 6 minutes ag
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Thank You

For Your Attention
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