GANOO4 -~ MONTHLY TIMESHEET REPORT STORY

This Help Card explains how to run the Monthly Timesheet Checking Report. How to run this for yourself when
logged in to claim your own overtime and/or allowances, also how to run if you are a monthly approver.

GaneTime Monthly Reports

The rules in GaneTime will use the information keyed in to calculate what Overtime and Allowances are payable.
The Monthly Timesheet Checking Report will show any guaranteed hours applicable and how much is payable.

After keying in your own overtime and/or allowance claims you can see this in your timesheet report.

This is ran from the Reports menu when you are logged into GaneTime using your Payroll No:

Options Reports
Selaction e
2 Worked Hours
Job Booking
B Reports | ___aelect |
P [=]1 Payroll
. =1 Monthly Reports
W R rt
tew heports Monthly Timesheet Checking Report
Log Out
[ User Guide |

It shows as a Payroll Monthly Report, select Monthly Timesheet Checking Report

Monthly Timesheet Checking Report
1

Count:

lonth Ending : 28/02/2022 ﬁ Monday
| Exclude noncurrent employees v |

Exceptions Only? O

Qutput File | tmshtchkM htm| v |

View in external program? [

Company Contract Phase Section Activity Costhead

- “ “ “ “

Show details per Employee day of attendance, allowances and travel

Click Submit

o Select the Month Ending date for the period

The full month’s report will download in a separate tab in your browser. You should look out for any discrepancies
or invalid claims and get any errors corrected before the end of the month. Failure to do so may impact on your pay.
If you need help with errors, please refer to contact information by clicking the HELP button in GaneTime.

An example extract from the report is shown below
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Example, extract from the report

Period Ending: 31/01/2022 [ Attendance Absences Il::';
Surname romam| Trade C;::'::' Date T’flxn' |s¢m Iﬁ:::: |rm;n Hours 1;"::_‘: "‘g:‘::;‘ “‘Tm Furlough .mdlllalidau'| HE;:':I Si:k| Em her g::: TOTAL
EMPLGYEEITest ICGNEHI-IOUO .F" .]4 01 JOJEI 00:30 .19 D'D_ 00:30 _OT:DDI I]:EUI 00:30 | 11:30 IRSOUETG | | 12:00 | | 12.00
Monthly overtime approvers (Monthly Line Manager)
You will have a separate User Name and password if you also approve timesheets for your direct reports.
When you are logged into GaneTime using your approver User Name:
First of all put on a selection filter with your Line Manager number and Custom pay type
>
Options {%
(Seloction ____| GaneTime Selection
@ Worked Hours
Job Booking
@ Payrol
Timesheet Signoff st
° R:’;z:;ct Signott Employee ID ° Sumame
Reports HR Link ° =
View Reports z g
Log Out Reader Name 9_ -
-':i ’g—‘—"ﬂ:' Start Date an Monday Start Time
End Date .’-‘TI: End Time
Gang Supervisor ° |
Pay Type . oot Paten .
Company ° (W Clocker v
Trade (v |l Zero Hours v|
Line Manager 70000 Christopher v | Costed v
JEuNY

Change Pay Type to “Custom”

In the Line Manager filter enter your own Payroll Number

Click List to list your direct reports

000

Then follow the same instructions for running the report, this time the report will run for your staff and not yourself.

Monthly Timesheet Checking Report
Count: 1

Month Ending : 28/02/2022

Monday

| Exeluds noncnrrent emnlovess v |

o Select the Month Ending date for the period

o Click Submit
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