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This guide walks you through accessing, reviewing, editing, and submitting your timesheet in 
Frontline Time & Attendance. Follow the steps below and refer to the screenshots for a visual 
walkthrough of each screen. 

 

Accessing Your Timesheet 

1. Navigate to your Time & Attendance home page. 
2. Click the Timesheet icon. 
3. Your current timesheet will display. 

 

 
 
 

Understanding Your Timesheet 

At the top of the timesheet, you will see the following: 

• Your name 

• Timesheet’s date range 

• Records of scheduled time 

• Entries of time worked 

• Summary for the week of time collected 
 
Timesheet Options 
 

Option Description 

Calendar Filter by date range (weekly, bi-weekly, or custom, depending on your 
organization's setup). Make your selection and click Change Date to view 
results. 

Expand All / 
Collapse All 

Expand or collapse all timesheet records within the chosen timeframe. 
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The days of the week appear as blue bars.  When you select a day, the job location and type will 
appear directly underneath the bar, along with scheduled time and/or worked time. 
 

 
 
 

Adding Time 

Time gets added to your timesheet in various ways. 

• Absences added in Frontline Absence Management 

• Manual entries added by your Office Manager 

• Entries added from time clock usage 
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Timesheet Edits 

You cannot make edits to your own timesheet.  If you need changes made to your time, contact 
your Office Manager. 
 
 

Adding Comments 

Comments can be entered for individual events. 

• Click within the entry box below “Timesheet Comment” (for a timesheet comment) 
 

 
 

Submitting Your Timesheet for Approval 
Timesheets are automatically submitted each night. No manual submission is required. 

 

 


