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1. Login:
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To login to the Momenta Timesheet System, enter the following webpage 

www.momentaprojects.com
Then enter the login details you have been provided.

	Username
	Your username.  Not case sensitive.

	Password
	Your password.  Case sensitive.


2. Overview: 
The Momenta timesheet system is integrated so that each Associate can do the following:

· Enter timesheet information and submit it for approval
· View the expense rates for each project (if applicable)
· Produce summary invoice information to help speed up invoicing
· Review historic information 
3. Flow Chart of process:
The flow chart shows you the process that you follow when using the timesheet system.  Associates can work on multiple projects and will need to complete separate timesheets that are automatically generated for each project.

The summary sheet produced at the end of a 4 week period will show the timesheets for all the projects you have worked for during that period.
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4.  Timesheet management page:
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To select your timesheets, choose a project from the drop down list and click on the appropriate project name.  Select the period from and period to dates for the week you are submitting a timesheet for. The timesheet(s) and project settings will appear automatically.  
By default the project is set to the first project in the list.  
Listed below is a description of each heading together with the options that are available for the Timesheet list, Project settings and Roles rate and Manager panes.

Timesheet list:
	Select Action
	Use the select action box to submit an updated timesheet and when viewing the last 4 weeks approved timesheets, you can create an invoice report from multiple timesheets.

	Project
	The project name

	Project Role
	The roles allocated to you for the project selected.

	Week starting
	The Monday date for this timesheet

	Week ending
	The Sunday date for this timesheet

	Status
	Blank = Never had any data saved

Updated = Data entered was valid

Submitted = You have sent this to your manager for approval.  You can only submit an Updated timesheet.

Rejected = The manager reviewed the timesheet & rejected it.

Approved = The manager reviewed the timesheet and accepted it.  You can only invoice approved timesheets.

Invoiced = You have created an invoice report from an approved timesheet.
Processed = Finance has reviewed and flagged this timesheet as processed.  This timesheet is now complete.

	Options
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 Open the timesheet

Select action: [image: image5.wmf]

 Submit for approval



Document library
Available from a link at the top of the page called Online Library; additional documents/files can be accessed here.  The list of documents is managed by the system administrator.
Project Information:
	Project name
	The project’s name

	My roles
	A drop down of the different roles you have been assigned to for this project.

	Statuses
	Filter by the status of your timesheets, e.g. Updated, Submitted, Approved etc

	Period from
	Select the week start date of the timesheet you want to submit

	Period to
	Select the week end date of the timesheet you want to submit

	Manager
	The name of the person set as the project manager

	Project code
	The project’s unique code

	Client name
	The client’s name

	Start Date
	The start date of the project

	End Date
	The end date of the project

	Working days
	A list is shown of the working days for the project under this heading.


Timesheet Information:
	Associate Name
	Your Name

	Role
	The role(s) allocated to you for the project you are submitting a timesheet for.

	Week Start Date
	The start date of the timesheet you are submitting

	Week End Date
	The end date of the timesheet you are submitting

	Manager
	Your manager name for this role

	Day rate
	How much you will be paid per full day for this role

	Overtime rate
	If overtime allowed, how much you will be paid for this role

	Case rate
	If Cases Completed allowed, how much you will be paid for this role.


5. The timesheet:
To open a timesheet go to the project concerned and click the [image: image6.png]


 icon. The following screen will appear:
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The timesheet allows you to enter data for any one week period that you have been assigned to the project.
You can save data into the timesheet at any time during the course of the week and re-open it again at anytime to continue updating the timesheet.
Data Fields to Complete
There are two types of data fields and depending on the project settings you may find the data required to enter for your timesheet may vary.

· Fixed Data Fields
These are fixed fields that will appear in every timesheet and will need to be completed for every project.
· Variable Data Fields
Variable Data fields will be shown depending on the project settings that have been set up.  These include Saturday and Sunday entry, mileage, accommodation, subsistence, travel, other, Overtime and cases completed. For example, a project set up to accept Saturday working, will automatically show this field for that project.
When you have entered any data onto your timesheet you will need to save this every time you update the timesheet.
 To save the timesheet click the [image: image8.jpg]


 button located at the top right hand of the screen.  When you click the save button a validation of the data you have entered takes place to ensure that the information entered is correct.


6.  Validating Your Timesheet


If there are any errors with your timesheet, an error message marked in red will appear under the day the error has been made.
7.  Submitting your timesheet:

In order to have your timesheet approved, you must submit each weekly timesheet to your manager for their approval.  The system automatically knows who your manager is based on the role you are performing for that project.
Before you can submit a timesheet you must have entered some data and the status of the timesheet must be shown as ‘Updated’.  When you submit your timesheet an automatic email is sent to your manager advising them that your timesheet requires approval.  When your manager reviews your timesheet they will mark this as approved or rejected and you will receive an automatic email to advise you of the outcome.
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To submit a timesheet, select submit selected timesheets in the select action box, check the tick box next to the timesheet you want to submit and press on the submit button in the right hand corner.
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The status will change to ‘Submitted’ and your manager will be notified that you have sent your timesheet for approval. You cannot edit the timesheet while your manager is reviewing it.

Your manager will have the option to ‘Approve’ or ‘Reject’ your claim and set the status accordingly.  Once this status is set you will receive an email saying the timesheet has been reviewed and what the status is.  Below shows an example of a timesheet that has been approved.
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Once a timesheet has been approved you cannot make any further changes.  
If you need to make changes then contact your manager.
If the status is rejected you can make some changes.  
The status will then return to ‘Updated’ and you will have to submit the timesheet again.

8. Invoicing:
To submit your formal invoice, you will need to produce and attach the Invoice Report generated from the timesheet system.

The Invoice Report is to be produced for a 4 week period per project.  In order to generate your Invoice Report, select the 4 week period you want to invoice using the period from and period to functions and then click on the Create Invoice Button and your invoice report will automatically appear.
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Note – You can only create an Invoice Report from Approved timesheets.
The Invoice report contains all the timesheet information for your project on a weekly basis and calculates the total amounts for each category.
Use these figures to create your own formal invoice and ensure that you attach a copy of the Invoice Report with your invoice.

Invoices received without the Invoice Report generated from the timesheet system will be returned.

Example of an Invoice Report.:
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Choose your project





Review the project details





Open a timesheet 	





Enter the details for the day and save





If status = Invalid.  Open the timesheet to review data entry problems





If status = Updated.  Continue to update for each day





At the end of the week submit the timesheet for manager approval





If status = Rejected.  Update the timesheet and re-submit





At the end of your 4 week period, choose the period from and period to functions to select the 4 weeks you want to include and press create invoice.  Print invoice report and send to finance along with your Company Invoice.
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