Time and Attendance
A guide on recording and approving
engineer working hours

Time and attendance allows a job to be set up for each employee to record their entire working
day/week including any non-chargeable or unproductive time. The engineer then records their time
spent on individual jobs as normal.

An internal invoice type should be used specifically for Time and Attendance jobs.

Navigate using the steps below to begin setting up

System Management > Invoice Type > Invoice Type Maintenance
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5. A repeatable workshop job should

be created for each engineer to record
their clock on and off times. The job
number should be created manually using
the depot code, a Z and the engineer
number. For example, employee 1

(0001) at depot 1 needs a workshop job
numbered 1Z0001.

6. Select OK.
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Engineers can follow the steps below to find their Time & Attendance job number and favourite the

job to clock on and off each day.

1. Use the Search bar and enter the Time
& Attendance job number.

2. Select the job and mark it as a favourite
job by selecting the Star icon from the top
right corner.

3. Tap the Time button to start or stop
recording your time.
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Follow the steps below to view and approve the Time & Attendance entries for each engineer.

1. Log in to the Portal.

2. Select Time Approval.

3. Against each engineer you will see the Time & Attendance entry shown with a stopwatch
icon. These entries can be reviewed and approved along with labour and travel.
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‘@‘ When running the Labour Analysis Report, the Time & Attendance jobs are
automatically excluded. The Automated Time Sheet Print will summarise the Time &
Attendance hours by engineer.
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