
1. Click on the Team Missing Timesheet tile on the Manager Dashboard landing page. 
    OR select the Transaction ID in your Worklist to go directly to the employee TIMEI page. 

Export time entry details

This opens the Manage Team Information page. 

 2. Scroll down to Timesheet Approvals section to locate the employee and select 
   Manage to view their timesheet. 
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Select the specific timesheet you want to review in detail.
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The Timesheet (TIMEI) will populate.

3. Select Grid Actions. 

4. Click Export. 

5. Click Export All. 

6. Select Available Columns from the drop-down.  
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An excel file will download. 

Double click on the file in your Google Doc and click Open With Google Sheets. 

You’ll be able to see the coding strings per line.
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