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You will see 247Toolset’s graphics
and color scheme to demonstrate
this process, but the steps are
exactly the same for every portal.
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Entering Timesheets

Dashboard
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Log in, if you're not already logged in, and click on My
Profile to find your way to the Dashboard. There, you’ll see

"My Current Assignments.”
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My Current Assignments

People and Organizations Settings
My Profile Dashboard Projects and Job Orders Documents and Pictures

> Dashboard = My Current Assignments

Role / Position Project / Job Order Type Status

Consultant Payschools Job Order Assigned and Working
Developer ESI- Website Job Order Assigned and Working
Developer 0s0T Job Order Assigned and Working
Developer WRLD-TV Job Order Assigned and Working
Developer Home Mortgage Misc Work Job Order Assigned and Working
Marketing Developer SourceCORP Job Order Assigned and Working

247 Toolset Home Page Click here to Logout

Click on the assignment in the list for which you need to
enter timesheets.




Entering Timesheets

Fundraising

Prnjects and lnh Orders
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Click on the "My Timesheets” tab.
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My Timeshests
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Click “Add Timesheet.”
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Add Timesheet

People and Organizations Notes Fundraising Settings

My Profile Dashboard Communication Projects and Job Orders Documents and Pictures

> Dashboard > My Current Assignments

Job Order Name: WRLD-TV Job Order Number:
Organization: KWK Enterprise, Inc.

> My Timesheets > Add Timesheet

Date Description

2/27/2012 @ Creating the web site design
2/28/2012 @ . Integrating with templates

247Toalset Home Page Click here to Logout

You can enter as many as seven days at a time, then click
\\Save."
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My Timesheets

People and Organizations Settings
Ui | Dashboard Projects and Job Orders Documents and Pictures

> Dashboard > My Current Assignments

Job Order Name: WRLD-TV Job Order Number:
Organization: KWK Enterprise, Inc.

My Assignment My Tasks

Add Timesheet

The information has been saved successfully.

Date Engagement Hours Task Hame

February 2012

Tuesday 2/28/2012 Mot Yet Approved Integrating with templates
Monday 2/27/2012 Mot Yet Approved Creating the web site design

247Toolset Home Page Clidk here to Logout

Once entered, you can edit or delete them, unless they are
already invoiced.




