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HOW-TO GUIDE

TRACK YOUR
CREW'S TIME
ON SUBTRADE
Review hours, approve t ime bef ore it  hit s payroll, and see who
was act ually on sit e. All f rom one Timesheet  page.

APPROVE
Supervis or  s igns  off firs t

TRACK
Live tim ers  and totals

VERIFY
GPS check-in and check-out



THE PAGE

WHAT'S ON THE
TIMESHEET
Go t o Field Operat ions > Timesheet . Everyt hing
below lives on t his one page, t op t o bot t om.

1 Open the Timesheet 5 Active timers

2 Filters 6 Hours summary

3 Summary cards 7 Employee entries

4 Pending approvals 8 On-site check
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01
OPEN THE
TIMESHEET
FIELD OPERATIONS ADMIN

T his is where you t rack, review and approve every t ime
ent ry your crew logs f rom t he field.

01 Go to Field Operations, then Timesheet.

02 Export CSV downloads the hours you're viewing into a spreadsheet.

03 Create Time  adds an entry by hand when someone forgot to clock in.
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02
FILTER YOUR
VIEW
FILTERS ADMIN

Narrow down what  you see, t hen hit  Search.

01 Dates: set this to your pay period.

02 Project: see hours for one job only. Handy for job costing.

03 Employee: see one worker's time only.

04 Press Search.

GOOD TO KNOW

Everything on the page follows these filters: the cards, approvals, summary and Export
CSV.
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03
READ THE
SUMMARY CARDS
TOTALS ADMIN

Five cards at  t he t op give you t he t ot als f or t he
period you filt ered.

01 Gross Hours: all clocked time, before breaks.

02 Break Time: total breaks taken off.

03 Payable Hours: gross hours minus breaks.

04 Total Amount: payable hours times each worker's rate.

05 Employees: how many people logged time.
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04
APPROVE
PENDING HOURS
APPROVALS SUPERVISOR

Wit h approvals on, every ent ry wait s here unt il a
supervisor signs off. Hours don't  reach payroll unt il
t hey're approved.

01 Entries are grouped by employee  and day, with project
and in/out times.

02 Press the green check to approve an entry, or the red X
to reject it.

03 Press Approve All to approve a worker's whole list.

TURN IT ON
Pending Approvals is a setting. Switch it
on in Company Settings.
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05
MANAGE
ACTIVE TIMERS
LIVE SUPERVISOR

Everyone clocked in right  now: project , st art  t ime,
t ime running, and whet her t hey're on sit e.

01 Edit  fixes a wrong project or start time.

02 Stop clocks a worker out if they forgot at the end of the day.

03 Press the map icon beside On Site  to see where they clocked in.
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06
EMPLOYEE
HOURS SUMMARY
PAYROLL ADMIN

Pay period t ot als f or each worker: gross hours,
breaks, payable hours and t he amount  at  t heir rat e.

01 Check each worker's payable hours and amount.

02 Press the arrow on a row to open that worker's entries.

APPROVED ONLY
Only approved time counts here. A worker at $0.00 still has hours
waiting in Pending Approvals.
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07
EMPLOYEE
TIME ENTRIES
ENTRIES ADMIN

Every ent ry t he worker logged in t he period, one card
each.

01 Each entry shows date and times, project  and project
number, hours and amount.

02 Change approval from the status dropdown (Pending,
Approved).

03 (not in payroll) means the entry isn't approved yet.

04 Use the pencil to edit or the trash can to delete.
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08
CHECK ON-SITE
LOCATION
GPS SUPERVISOR

Every ent ry records where t he worker was at  check-in
and check-out , checked against  t he job sit e.

01 On-site  (green) means they were at the job.

02 Off-site  (red) means they punched somewhere else.

03 Press either label to open the exact pin on a map.

04 Copy grabs the coordinates. Open in Google Maps
shows the spot.

BEFORE YOU APPROVE

Check Off-site punches first. It's
the fastest way to catch a clock-
out from the truck.
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09
NEED A HAND?
WE'VE GOT YOU.
St uck on any of  t he st eps above, or want  us t o walk your
supervisors t hrough approvals? Send us an email and our t eam
will get  back t o you.

support@subtradesoftware.com
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