
 

How to . . . 

Check status of an employee’s time sheet 

Purpose This report shows you any employees who have  

 

 

1) Navigate to Menu > Job Cost > Reporting > Print Time Sheet Overview 

 

 

 

 

 



 

2) In the window that appears, use the selection criteria to search for only the companies you want 

to see results for.  Also, enter the date range for which you want to see information on time 

sheets.  Fill in any other selection criteria which may be relevant to the report.   

3) In the Print Control island, be sure to select the appropriate time sheets in the “Show time 

sheets which are not”   (Submitted, Approved, Transferred).   

 

 

4) Now click Print in the lower right hand corner 

 

 

 

 

 

 



This is the report which is produced.  The top part shows the search criteria and results criteria you 

selected to display.  The second page shows the actual results that were produced . . . 

 

 

 


