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Resolve Pain Point

User Friendly

Solve the problem of using the old system 
by addressing user needs and helping to 
save more time on work.

Easy to use, accessible, fast, and reduces 
errors. Designed for usability, modern and 
accurately targets the intended audience.

Timesheets Advantage



HR Portal

Timesheet 
Application

CATS (Timesheet)
Attendance Request 
Leave Request 
Clock-Data

Create Timesheet 
Attendance Request



How to Access Timesheet

Laptop For Employee
(Connect VPN)

supported on 
mobile phone

https://timesheet.gcmeapps.com/

https://timesheet.gcmeapps.com/


Employee
Create Timesheet , Create Attendance

and Workflow Overview



Create Timesheet

1. Click Menu 
“Timesheet”

Timesheet Status

2.Click on week to insert 
timesheet



Create Timesheet

3. Click Add Timesheet

4. Create Detail of Timesheet

5. Click ‘Save’ to insert timesheet

Task Level ,WBS and SVO List 
for timesheet record



Submit Timesheet

Edit Timesheet

Delete Timesheet Copy Timesheet

1.  Click Submit Timesheet

2. Click ‘Yes’ to 
confirm submit timesheet

Planned Time Per Week

Total Hours /Planned Time 
Per Day



Submit Timesheet

No clock time available : Don’t have time 
attendance/clock data for OT request.

Cannot create project approval flow : Don’t have 
project approval flow on system.



Create Attendance

1. Click Menu 
“Attendance”

2. Click “Add 
Attendance”

Attendance Request’s 
Information

Attendance Approved or Rejected



Create Attendance

3.Select 
Attendance Type

4.Select Start-End Date

5.Select Start-End Time

6.Input Note of 
Attendance

7.Submit Attendance



Workflow Overview
1.Click Menu “Workflow 

Overview”

Filter Type of Date

Filter Status

3. Click icon to see timesheet detail

2. Expand to see Timesheet Flow Process 

Filter Date Range



Workflow Overview

Latest Approver

Timesheet Status

Timesheet Submission 
Date/Time

Process Time of Latest Approver



Workflow Overview

Detail Timesheet

Next Approver

Approval Status

Timesheet Status

Released
- Timesheet records have been submitted and waiting for approval.

In Process
- Timesheet records are in approval process.

Completed
- Your request for approval has been completed (approved/rejected).

Withdraw
- Timesheet records have been withdrawn.



Workflow Overview
Filter Status

Filter Date of Attendance

Attendance Submission 
Date/Time

Process Time of Latest 
Approver

Latest Approver Status of Attendance



Withdraw Timesheet

2. Click Withdraw 
Timesheet

1.Click Menu “Workflow 
Overview”

3. Select Confirm 
or Cancel

Allow to Edit Timesheet After Withdraw

** Only timesheet with ‘Released’ status can be withdraw **



Approver
Cost Center , Project Timesheet 

and Attendance Request



Cost Center 
Timesheet



Approve By Record

3.Click Approve or 
Reject By Record

2.Enter Comment 
By Record

1. Click Menu “Approval” >> “Cost Center Timesheet”

** Approver is required 
to add comment for OT 
request items. **



Mass Approve

1. Select Timesheet

2. Click Comment

4. Approve or Reject

5. Click ‘Yes’ to 
confirm mass approve

3. Add comment then, 
click ‘Save’ to multiple 

add comment in 
timesheet records

** Approver is required 
to add comment for OT 
request items. **



Project
Timesheet



Approve Project Timesheet

2. Click Project

3. Click Project MH. Summary to 
see budgetary information.

Detail of Project

Project MH Summary

1. Click Menu “Approval” >> “Project Timesheet”



Approve Project Timesheet

Network

Employee Released Timesheet

Timesheet Request

4. Select All Items 8. Click ‘Yes’ to 
confirm mass approve

7. Approve or Reject

5. Click Comment

6. Add comment and 
click ‘Save’ to mass 
comment timesheet

** Approver is required 
to add comment for OT 
request items. **



SVO
Timesheet



Approve By Record

3.Click Approve or 
Reject By Record

2.Enter Comment 
By Record

1. Click Menu “Approval” >> “SVO Timesheet”

** Approver is required 
to add comment for OT 
request items. **



Mass Approve

1. Select Timesheet

2. Click Comment

4. Approve or Reject

5. Click ‘Yes’ to 
confirm mass approve

3. Add comment then, 
click ‘Save’ to multiple 

add comment in 
timesheet records

** Approver is required 
to add comment for OT 
request items. **



Attendance
Request



Approve Attendance Request

1. Click Menu “Approval” >> “Project Timesheet”

3.Click Approve or 
Reject By Record

4. Select All Items

7. Approve or Reject



Support Contact*
Timesheet

https://gcme.freshservice.com/

IT Service Request via Fresh Service

https://gcme.freshservice.com/

