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1. Completion of the timesheet

Classification

Work Details

Mail Image

Employees

Complete it based on the message in the timesheet

May 2024 v 4 >

I%

O

Mo check out n Mo entry Unsubmitted overtime requests

There are 2 unsubmitted overtime requests. Please request approval or mark them as not requested.

Hi Jiro Aomori,

Your Oct 2025 timesheet appears to have some missing time entries
Oct 1, 2025 - Oct 31, 2025

Days worked 19.0 days
No check out 1 day
No entry 2 days

Supervisors

Approve requests Requests requiring your approval

SUPERVISORS

All Leave request Time entry
@ 7 @2 o2
™ Approvals |7
L‘ My teams Requester
Request date Status

Response date
@ Amcle 36 dashboard

Hanako Yokosuka

Timesheets

e 1 o

Expenses

Approval type
Target record date

G Overtime request: Nov 5, 2025

Biz trip Qvertime

x0 C1

Approver type

Hi Jiro Okayama,

You have 1 pending overtime approval requests. Please approve them so payroll
can be completed.

Overtime 1 requests

View approval requests

B Start time: 09:00 Supervisor
End time: 22:00
Admins Check the approval status of timesheets and follow up with each employee
MONTHLY TIMESHEETS APPROVAL STATUS
ADMINS £ S
N L'. Manage employees Report month: Sep 2025 ~ < > All timesheets - Include retired employees ~ Monthly approval ~ Cor [+
8 ADprDVa] requests When timesheets are approved, click on ‘Lock timesheets' to prevent any data change.
Total Incomplete Unsubmitted Pending Approved Rejected Locked

Workcloud

Send a reminder email for timesheets the day after the deadline

*Can also be sent manually.

Waiting for overtime request approval
Name Days worked

Hanako Yokosuka
133) 1.0 day

Worked hours

8:00

Waliting for overtime request approval




2. Request and Approval of Timesheets

Classification

Work Details

Mail Image

Employees

Request timesheet

Oct 2025 7

@ Unsubmitted

Request approval T

Please submit this timesheet so that payroll can be processed.

« » = O 2

Q

Oct 2025 v 4 » E=E O

his request will be sent to Ichirou Yamanash

I &d Pending (Mov 6 17:41:26) (resubmit)

Hi Jiro Aomori,

Your Oct 2025 timesheet needs to be submitted for approval
Qct 1, 2025 - Oct 31, 2025

Days worked 22.0 days

Work 176:00

Submit this timesheet

Supervisors

Timesheet approval
SUPERVISORS

Requests requiring your approval

Hi Jiro Okayama,

Jiro Aomori submitted a timesheet for Oct 2025

(10)

Al Leave request Time entry Timesheets Biz trip Overtime o Worked d
& 22 @mo o 21 g1 x0 (o] e houre
Q Approvals | 22 - Required hours
Hours worked 176:00
Hours short of monthly requirement 0:00
28 My teams
Requester Legal avertime 0:00
Approval type
@ Article 36 dashboard E:g;‘gi;ga‘ﬁle S Target record date Approver type Late night overtime: 0:00
Holiday overtime 0:00
o Aomor @ Timesheet for Oct 2025
Nov 6 2{3 1749 Worked days: 22 | Required hrs: 176:00 | Worked hrs: 176:00 | Under hrs: 0:00 Supervisor
S ) Overtime: (C) 0:00 | (L) 0:00 | (N} 0:00 | (H) 0:00 View detalls
Admins Check the approval status of timesheets and follow up with each employee None
ADMINS MONTHLY TIMESHEETS APPROVAL STATUS
L" Manage employees Report month: | Oct 2025 ~ « > All timesheets - Include retired employees > | © &
8 Approval requests When timesheets are approved, click on 'Lock timesheets' to prevent any data change.
Total Incomplete Unsubmitted Pending Approved Rejected Locked
Workcloud Send reminder emails with admin privileges Hi Jiro Okayama,
‘You have 22 pending approval requests related to timesheets and / or vacation.
Please approve them so payroll can be completed.
Time entry 21 requests
Timesheets wailting for approval Timesheets 1 requests
Name Days worked Worked hours Missing Open Approval status
Jiro Aomorl
220 days 176:00 0 0 & Pending o View approval requests




3. Timesheet Lock

Classification Work Details Mail Image
Employees None None
Oct 2025 >y 4 » = O
I ¢ Approved (Nov 6 18:18) Oct2025 ~ 4 » = &6 o
¢ Approved (Nov 6 18:18)
& This timesheet has been locked, and cannot be changed anymore.
Supervisors ' None None
Admins Lock approved timesheets
© When timesheets are approved, click on 'Lock timesheets' to prevent any data change
ADM |NS ‘You can lock approveu timesheets mcrememally (yﬂu ‘do not have to walt for 100% appmved before |0(K|Hg)
‘You can generate all of the timesheet excel files, which will be store In your shared folders.
. @& Lock approved timesheets (1)
e ? L'. Manage emplo,rees Lock all approved timesheets?
w s Unapproved timesheets will not be locked. Locked
8 Approval requests Locking after timesheet approval ymesnects il rema locked
() Generate Excel files No
This will QEI\E’B[E an Excel workbook: Sheet and send you an -email notice when done.
‘You can download a slngle emp\oyee's
Workcloud Send a lock completion email to the vendor Payrolltest

Hi administrators

QOct 2025 timesheets have been locked by Saburo Yamanashi and can be
processed for payroll

Notes

Locking after timesheet approval.
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