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Using timesheets in Work for employees | Work — Swag Support (AU) (swagapp.com)

Submitting Timesheets

1.
2.

From the Swag home screen, click on Work.

From the Work home screen, select Timesheets from the menu across the top of the

screen.

Work ~ D
Home Payslips Leave Expq4

Hi Rose Canterbury .
Deals Deals Deals

@ 25 timesheets

Awaiting your approval

Upcoming Shift 0 proposed swaps 2 pendings

9:00 AM - 5:00 PM

in 19 hours « Deals Deals Deals

ASSIGNED SHIFT

Clock In

My Leave View all
Leave
Request Annual Leave
0 pendings 0.00 hours

3. You will be in the My Timesheets view.
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Payslips Leave Expense Rostg

Work ~ ()

C My Timesheet ) i;i

Weekly ~ < 22Dec - 28Dec, 2022 >

° Editing timesheets
NOTE: you currently only have access to
edit timesheets that have been created X
via the employee portal or WorkZone.

Thu, 22 Dec
02:52 PM - 05:52 PM >
Status
Total 3 hours
Location League of Legends
Fri, 23 Dec
Add a timesheet >
Sat, 24 Dec
Add a timesheet >

Sun, 25 Dec (Christmas Day) e
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4. Click on the Add button:

5.Click on the New timesheet

Work ~ ()
Payslips Leave Expense Roste

( My Timesheet ) i

Weekly ~ < 22Dec - 28Dec, 2022 >

° Editing timesheets
NOTE: you currently only have access to x
edit timesheets that have been created
via the employee portal or WorkZone.

Thu, 22 Dec

02:52 PM - 05:52PM >

statws

Total 3 hours

Location League of Legends

Fri, 23 Dec

Add a timesheet >

Sat, 24 Dec

Add a timesheet >

Sun, 25 Dec (Christmas Day) c
button.

20:09

Work ~

Payslips Leave Timesheets Expense Roste

My Timesheet ()]

+ New timesheet

Copy from last week

X
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6. Complete all required fields:

Date

Cost Centre

Work Time

Star and End Time OR Unit of Work
Comment (optional)

Break (Optional)

NOTE: Work Types are specifically tailored for each
employee.
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< Timesheet
Date
~— Cost centre
Aerotech Australasia
— Work type
Hours worked
Start time G)
End time @
+ Breaks

Comments

To start Bixby, press and hold the
Bixby key.
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7. Click on Save then Confirm to state all information has been entered correctly.

Timesheet

Date
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Hours worked

Comments
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By clickin

Confirmation x

have entered are accurate and complete

g save | confirm that the times |
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