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Finally, at the bottom of the summary, is the Activity Log, which was covered earlier as well. Next, we 
will return to the Main Menu by clicking the Cancel button. Select next to continue.  
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Below the Timesheet Summary link, is the Processed Timesheets link.  The Processed Timesheets link 
allows you to view Timesheet Summaries for past Pay Periods beyond the 1 year that you can view 
using the Timesheet Summary link. Select next to continue. 
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We discussed Accounting in the Overview and earlier in this lesson. If you are set up to use Manual 
Account entry, you have the ability to select which accounting string to which you charge your time. The 
Accounts link on the Employee Main Menu allows you to manage your accounts. Select next to 
continue. 
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Here, we see a list of accounts maintained by our Timekeeper, as well as any accounts available to you 
to use. Select the Get Accounts button to add additional accounts. Select next to continue. 
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Here, we see a list of available accounts. Click the Select button to add any new accounts. In this 
example, we are going to select Account 3. Select next to continue. 
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Note that this account is now listed as Selected. Let's go to the timesheet and confirm that it is 
available. Select next to continue. 
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This user is set up with Manual Account Entry, so the Account field is a link, rather than hard coded 
text. In this example, we will select the account link to display a list of available accounts. Select next to 
continue. 
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Here, we see the three accounts to which this user can charge time. Use the Select button for the 
corresponding account to add it to your timesheet. In this example, we are going to select Account 2. 
Select next to continue. 
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Note that the new account is listed for the time entry. Next, we will select the Employee tab to return to 
the Main Menu. Select next to continue.  
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You have completed this lesson. To continue, select the Finish button.   
 

 


