
Fieldglass Timesheet                              

Quick Reference         

Submit Time Sheets 

To enter hours worked into your time sheet: 

1. From the Fieldglass Home page, click the Enter hours in Time Sheet link for the desired 

period.  

You can also click View Time Sheets to view all your available time sheets. Select the time 

sheet for which you want to enter time, and then click Edit. 

  

2. Enter your hours worked on the time sheet. 

- You will first need to enter the hours worked in the ‘Time in/Time out’ section. (You can 

copy the entry from the previous day, by selecting the small black arrow in the top left of 

the field). 

- Then under the ‘Hours Worked’ section of the timesheet, you will need to allocate the 

number of billable hours worked across each category; ie. standard hours, overtime, 

standard day, half day, etc. (See example below) 

Only rate categories associated to your work order will appear, so if a rate category that 

you are looking to allocate time against does not appear as an option, please contact 

your supplier agency. 

 

 



  

3. Click Complete Later to save your changes without submitting the time sheet. You can 

complete your time sheet at a later time by clicking Edit. 

4. When you have entered all your hours, click Submit. Your time sheet will be routed for 

approval. 

5. You will receive a notification when your timesheet has been approved.  

6. If your timesheet is rejected by your manager, you will receive an email notification to 
inform you of the status and any comments made by the manager.  You may then correct 
and re-submit the timesheet for approval. 

Daily rate / Half-day Time Sheets 

If you are being paid on a daily rate, the day rate / half-day rate categories will appear as rows in the 

‘billable hours’ section of your timesheet. For five hours or less, you will need to allocate the total 

number of hours for that day into the ‘ST_HalfDay /Day row’, otherwise, please enter the total hours 

worked in the ‘ST_Day /Day row’ 

 

 



 

Time Sheets with Overtime 

If your work order allows for overtime, the overtime rate categories will appear as rows in the ‘billable 

hours’ section of your timesheet for you to allocate time against. Ensure to allocate any overtime 

hours worked into the correct row, see example below. 

Your supplier agency will be able to help qualify overtime entitlement based on the award that you are 

employed through. 

 

View your Time Sheet History 

To view the history and status of your time sheets: 

1. From the VIEW menu, select Time Sheets. 

 

2. The current status of your time sheets is displayed in the Status column.  Use the Status field 

to filter the time sheet list for a specific status. 

3. Use the Time Sheet Period fields and the Filter button to search for time sheets in a specific 

date range. 



Withdraw a Time Sheet 

If you notice an error on your time sheet after it has been submitted, you can withdraw the time sheet 

and make any necessary corrections, as long as the time sheet has not yet been approved.  Time 

sheets that have not been approved will display in your Time Sheet list in a Pending Approval status.  

Once your time sheet is approved, it cannot be withdrawn. 

To withdraw a time sheet: 

1. From the VIEW menu, select Time Sheets. 

2. The current status of your time sheets is displayed in the Status column.  Use the Status field 

to filter the time sheet list for those in Pending Approval status.  Only time sheets in a Pending 

Approval status can be withdrawn. 

3. Click the ID of the time sheet you wish to withdraw. 

  

4. Click Withdraw. 

5. Enter comments if desired and click Withdraw in the Withdraw Time Sheet dialog box. 

6. The time sheet returns to a Draft status.  Click Edit to make changes and resubmit the time 

sheet. 

 

Revising a Time Sheet – (Once already approved) 

If you notice an error on your time sheet after it has been approved, you will need to revise the time 

sheet to make any necessary corrections.  

1. From the VIEW menu, select Time Sheets. 

2. The current status of your time sheets is displayed in the Status column.  Use the Status field 

to filter the time sheet list for those in Approved status.   

3. Click the ID of the time sheet you wish to revise. 

4. Click ‘Actions’, and then select Revise 

5. In the Time In/Time Out section, enter the correct time in, break, and time out into the 

timesheet 



 

6. In the Hours Worked section, enter the correct hours as per the new total in red above into 

the rate category line for the appropriate day 

 

7. Select a reason from the drop down menu ‘incorrect hours’ 

8. You can also enter comments to explain the changes by typing into the free text field in the 

comments section 

9. Click ‘Submit’ then ‘Ok’ 

 

 

 


