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Introduction

This section provides guides and important notes to those who adopt the AuditSME Timesheet Package.

For first time user, you are required to go through every steps of the guide.

Once you are fuly adopted it, you are only required to repeat the procedure from Step 4 to Step 7 when
there is a new job coming in.

Please noted that you have to update the following information after a certain period:

1.

Holiday and OT rate annually, which located at Settings> Holiday & Overtime Rate

Update time cost information when you increased your employee’s salary, which located at
Users>Time Cost Settings

Customers> Manage Customers when you have new customers

Users> User Management to create user id for new employees
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Job Progress and Related Customization
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Task
Jewmsk® =% You could add new task by clicking here.@r) Ve have pre-defined a list of job task together @
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Part 5 : Timesheet, Job Progress and Related Customization

- — | 4 Entertask description @
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Wiew, Edit And Delete Job Frogress Staffs have to update progress of their jak when filling timesheet@
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Part 5 : Timesheet, Job Progress and Related Customization

Wiew, Edit And Delete Job Progress
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Part 6 : Monitor Dashboard and Generate Report

+ Manzger could monitor all the jobs on dashboard. (‘1
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The assigned job will appear at the “due date” category if the following 3 conditions have been fulfilled.
You havefilled up first timesheet data at menu timesheets>timesheet management

Thejob statusis | n Progress

Y ou have completed job assignment planning on one of the due date (AR/Financial
statement/tax/client)

Fitier By Lind durafion Sy 30 W 00

Hackiog : AfAus| Rigom Fisr By iant dursben day 00 ¥ [0 Fackleg - Fiiuncual Flaberment
¥ i S —— o Ml i B Bt D i
ans of Demorrars Swny Lo hinms = L Sars of Cawraram ] Famir |k i L} b
)
You could manklor due dabe L)

and job status for backlog cases

Backicy : ncome ta Fitar by last duration day 50 T O Backiog : Chmm Filier By s duraton &gy : 00 ¥ O
r frm
rr B rwwn vt Darwider T Tuiw nheyn it Erware Tur ey T Dew Elwred
o o Camae i Vo F oyl imwmi Cmi Ll

s o Camcvers i L] Hama

arien



Part 6 : Monitor Dashboard and Generate Report
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Part 6 : Monitor Dashboard and Generate Report
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7.

Visit manu Reports=Jod Assigrment Flanming Report i_!_.
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Yau could filter your job based an

Beside dashboard, you could manitor
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Part 7 : Close Job Upon Completion

A job must be closed after completion,
2reare Hoew dae | sothst employees won't be shle to
| charge time on that company vear end
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Part 7 : Close Job Upon Completion

Timesheet Management
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