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ASA SX — How to complete my timesheet Quick Reference Guide

How to complete my timesheet?

a) IMPORTANT NOTICES
e The ASA SX user will connect at least once a week to fill his/her timesheet!

e At the end of the month, you have to submit your Timesheet partially (you automatically get the message
if the last day of the month is not a Sunday). As we have to close the month for our Finance Dept,
NO EXCEPTION WILL BE ALLOWED.

e Your timesheet is directly connected to the related project. Each hour reported in the timesheet directly
generate an estimated revenue.
=> It is essential to select the right project and the right task.

e Each subcontractor must submit an ASA SX time sheet. This is mandatory to approve the subcontractor
invoices. The number of hours mentioned on the subcontractor’s invoice must be the same as the number
of hours filled in the ASA SX time sheet.

b) YOUR TIMESHEET
On the Side bar, select the feature Time, then the Current or Previous timesheet.

Remark :
When you select the submenu “Timesheets”, you will have a list of timesheets, one per week.
To open one of the timesheets,

o oryou click on the magnifying glass

o or double click on the right week.
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BUT DO NOT click on your name. You may get an error message.

You are not allowed fo view this item

By clicking on “Current timesheet” in the menu, you edit the timesheet of the present week.
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(see below)
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Your project and Your daily Add daily Save your Submit your weekly Add weekly

activities hours comments changes timesheet comment
A Update = save data with possibility to
How to copy as daily time? -  Fill in the first day modify them later.
(use of copy button) - Gotothe last day Submit = save data, no possibility to
- Click on “Copy” button modify. Next step is validation by PM.

Process & Tooling Version dated 07/04/2021 Page 2 of 2




