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Contacts:

Usage Instruction

To understand how to use this Timesheet app please refer this file:
B 05-Usage Instructions

Install the App from the AppExchange

Simple Timesheet App

1. After clicking the above link click Get It Now if you want to install the app in your
Production org.

Q_ Search AppExchange I

) Try apps and solutions more easily using the redesigned, simpler trial experience. Start a sandbox installation, test drive, or Trialforce trial with the new Try It button. x
earn More

@ Simple Timesheet

By Digital Biz Tech
Helping Transform Business Growth

® Salesforce App No Ratings

© Nan:e ;lme Tracking solution supporting Project Time tracking, Approvals, Vacation tracking and capture
on the fly.

Follow the instructions provided in the 'Installation Guide' document available in the Resources section to

e On the next screen, click the Log In button.

LET'S GET STARTED

Log in with Tmﬂbﬂﬂzﬂlm Don't have an account?

What's Trailblazer.me?

By submitting this request, you agree to share your information with Salesforce and the provider of this listing, Digital Biz
Tech. Listing: Simple Timesheet



https://docs.google.com/document/d/16vZrD7bXlWISK9W4C5gFQJtLQh4gXN-25mGs9l3rBKg/edit?usp=sharing
https://appexchange.salesforce.com/appxListingDetail?listingId=a077704c-2e99-4653-8bde-d32e1fafd8c6

e You'll then see options to log in with Google or Salesforce.

Hello, Trailblazer! Log in to
your account.

Log in using an existing account.

I & Google I I &» salesforce I

@ MuleSoft i+ Tableau
View more options
Or

Business email

e If you choose Google, select the org where you want to install the app.

Where do you want to install this package?

Install in a Production Environment

Install this package in the org where you or your users work, including Developer Edition orgs.

* Connected Salesforce Accounts @

>

Choose...

Choose...

bodduluriprameela@gmail.com.dbt

bodduluriprameela@gmail.com.dbtd3

prameela.bodduluri@digitalbiz.aitl

Cancel

e Select your organization, then click Install in Production.

Where do you want to install this package?

Install in a Production Environment

Install this package in the org where you or your users work, including Developer Edition orgs.

* Connected Salesforce Accounts @

a

bodduluriprameela@gmail.com.dbt

| e

-

Install in Production
—_—

Don't see your account? More Info

Cancel




e If you choose Salesforce, it will open the Salesforce login page where you can
log in with your credentials.

s

salesforce

Username

Password

Remember me

e Next, click the Confirm and Install button.

Confirm Installation Details
-
o Review the customization guide for installation and configuration steps.
Package Version
Timesheel (ver NEXT / 0.8.0) ver NEXT / 0.8.0
Subscriplion Organiration
Free DBT
Duration Number of Subscribers
Does Not Expire Site wide
Username
bodduluriprameela@gmail.com.dbt
-l
Cancel Confirm and Install

salesforce

() Remember me

Forgot Your Password? Use Custom Domain

2. If you want to install the app in your Sandbox org. Click the Try It button.



Q Search AppExchange

Learn More

@ Simple Timesheet

By Digital Biz Tech
Helping Transform Business Growth

® salesforce App  No Ratings

Try apps and solutions more easily using the redesigned, simpler trial experience. Start a sandbox installation, test drive, or Trialforce trial with the new Try It button.

m - @ Native Time Tracking solution supporting Project Time tracking, Approvals, Vacation tracking and capture
on the fly.

Follow the instructions provided in the 'Installation Guide' document available in the Resources section to

X

e After clicking Try It, you'll see two options:

Try in your Sandbox
Try in a Test Org

e Select Try in your Sandbox and then click Continue to Installation.

a Start Your Trial

(s=r1) Choose a trial type

Here's how you can try out this solution. Learn about trial types,

Try in your sandbox

© Test before deploying to production
© Explore with your data & configurations
© Manage installation & setup yourself

Tryin a test drive org

© Start exploring in seconds

© No setup: Includes solution & sample data
© Read-only: Can't be edited or customized

Simple Timesheet

No Ratings.

Website
hitps: //www digitalbiztech

Email
stini chappidi@digitalbiz.tech

Phone
6143302523

Continue to Installation

Salesforce sn't the provider of this listing but has
conducted a limited security review.

e Then, click Log In & Install.




All set! The solution is
ready to install.

Package Version

Timesheet (0.8 /0.8.0) 0.8/0.8.0

Duration Number of Subscribers
Does Not Expire Site-Wide

"
To start the installation, log in to your sandbox. After the
installation finishes, the solution is ready to explore.

Log In & Install

e Enter your sandbox credentials, then click Log In to Sandbox.

salesforce

Username

Password

Log In to Sandbox

() Remember me

Forgot Your Password? Use Custom Domain

3. Install for Admins only.



Install Timesheet
By Digital Biz Tech

. 4 222 2

Install for Specific
Profiles...

o Install for Admins Only Install for All Users

Upgrade Timesheet
By

An earlier version is installed. It can be upgraded while preserving the existing data.
Installed: ver 2.0 (2.5) New Version: ver 2.0 (2.8)

©  Install for Admins Only Install for All Users InstallifoSpecific
Profiles...
caneel
App Name Publisher Version Name Version Number
Timesheet ver 2.0 2.8
Additional Details View Components

Set Up

Perform the following setup instructions after successfully installing the app.

Enable Path Settings

e If not enabled already, Enable Path Settings in setup.



» Jme e P({

333 Setup  Home  ObjectManager v

Q path serup
 x -

© User Interface

Path Settings

Path

Complete processes fast by keeping users focused on what's most important. By guiding users to the right fields and content
at the right time, Path enforces and ensures adoption of your company’s process. When you create paths, you choose the
following

o Which fields and content appear for your users at each step in the process.

o What good advice, reminders, links, and best practices to include at each step.

o How many different paths to provide. For example, provide different paths for inside sales and outside sales, or for
delivery status of different products or services.

o When paths are available to your users

When you activate your path, Kanban also shows key fields and guidance for views based on the same object, record type,

and picklist

User Assignment

e Define the manager in the user record.

Approver Settings

Delegated Approver | | @

Manager ‘John Robinson | Q

Receive Approval Request Emails || Only if | am an approver v |

(NOTE :Validation rule will prevent the creation of Employee record If the manager is
not assigned to the User.)



Information

*Employee Name s *User
‘ Anusha | ‘B Anushapriya Subaskar X |
Active *Ernail )
‘ anushapriya.subaskar@digitalbiz.tech |
First Name b= ' )
‘ Anusha | ‘Phune Number ‘3|
Middle Name o
" | Hire Date
| s |
* Last Name t5)
[ Last Working Dat:
‘ Priya | ‘.as orking Date )
L = |
Date of Birth ) i
Manager @
| 5 | -
: ‘B Srini Chap X |
Address ' )
Client Manager
‘B Anushapriya Subaskar b4 |
)
« Employment Type .C\'lerd Manager email ‘3
- | _|

Full Time

Owner

| Cancel H Save & New |




Permission set Assignment

Admin has to assign the following permission sets to the respective users.

e Timesheet User - This will give the end user access to their Timesheet and
Timesheet Line Items.

e Timesheet Manager - This will give the Manager access to Approve users
submitted Timesheets.

e Timesheet HR Admin - This will give access to every component of this
Application.

Change default values using Custom Metadata
Type

The default values are set for Custom Metadata Types. Admin can change these values
for Working hours per day, Working Days per week,, Accrued Vacation days OR
Maximum Hrs Per day from Setup.

Custom Metadata Types >TimeSheet Default Value > Manage Timesheet Default
Values .

Timesheet Default Value (Managed) E& hep tor this Page @
This Timesheet Default Value is managed, meaning that you may only edit certain attributes. Display More Information
Timesheet Default Value Detail Edit || Clone
Label Default Values Protected Component u
Timesheet Default Value Name Default_Values Namespace Prefix dbt
Accrued Vacation Days 10
Maximum Working Hrs Per Day 24
Working Hours Per Day 8
Working Days per Week 5
Created By Anantha Rajesh, 9/17/2025, 1:29 AM Last Modified By Anantha Rajesh, 9/17/2025, 1:29 AM

Create Email Template for Approval Process

1. In Setup, search for 'Email Templates' and select 'Classic Email Templates'.

2. Click on the ‘new email template’ button.

3.Select the 'Unified Public Classic Email Templates' folder, and check the 'Available
for Use' checkbox.



4. Give the approved email an appropriate name.

In the email body section, enter the desired content.

To insert timesheet-related merge fields, select ‘Timesheet Fields’ from the
merge field dropdown.

Use the search bar to find the specific field, as shown in the image below.

Email Template Name : Timesheet Approved Email Templates

Description : Timesheet Approved Email Templates

Subject : Timesheet is Approved

Body {!dbt__Timesheet__c.dbt__Employee__c},
Your {!dbt__Timesheet__c.Name} is Approved.
Comments : {{ApprovalRequest.Comments}

Available Merge Fields
Select Field Type

Classic Email Templates

Select Field Copy Merge Field Value

| Timesheet Fields

~| [Employee

[l imesheet__c.dbt__Employee__cj|

GCopy and paste the merge field value into you

template below

Email Template Edit
Email Template Information
Folder
Available For Use
Email Template Name
Template Unique Name

Namespace Prefix

Encoding
Description
Subject

Email Body

Save | | Save & New| | Cancel

| Unfiled Public Classic Email Templates v |
| Timesheet Approved Emal|
| Tmesheet_Approved_Emal

dbt

1 = Required Information

| Unicode (UTF-8)

\T\mesheei Approved Email Templates

| Timesheet is Apporved

{ldbt__Timesheet__c.dbt__Employee_ c},
Your {ldbt__Timesheet__c.Name} is Approved
Comments : {IApprovalReguest Comments}

5. Similarly follow the same steps and create another email template for rejected action.

Email Template Name

Description
Subject
Body

Timesheet Rejected Email Templates
Timesheet Rejected Email Templates
Timesheet is Rejected

{!dbt__ Timesheet__c.dbt _Employee c}
Your {!dbt__Timesheet c.Name} is Rejected
Comments : {!{ApprovalRequest.Comments}

10



SETUP
Classic Email Templates

Select Field Type Select Field Copy Merge Field Value

| Timesheet Fields ~ | [Employee Mall[imesheet c.dbt Employee  cj|
Copy and paste the merge fisld value into your template below.

Email Template Edit Save | Save & New| Cancel

Email Template Information

Folder | Unfiled Public Classic Email Templates v |
Available For Use

Email Template Name | Timesheet Rejected Email 1)
Template Unique Name. | Timesheel_Rejected_Email| 5
Namespace Prefix  dbt
Encoding  |[Unicode (UTF-8) v

Description |T|mesheet Rejected Email Template |

Sublect | Timeshest is Rejected |

Email Body  |ngbt_ Timesheet c.dbi__Employee_ c}
Your {ldbt__Timesheet__c.Name} is Rejected

Comments : {IApprovalRequest.Comments}

Creating Email Alerts

1. Go to the Email Alerts section from setup and click on the New Email Alert
button.

2. Enter the ‘Timesheet approval email alert ’ in the Description field.

3. Enter ‘Timesheet Approved Email_Alert’ in Name fields.

4. In Recipient type Search for owner and add ‘Timesheet Owner’ to Selected
recipients.

5. Select ‘Current User’s Email Address’ in From Email Address.



Email Alerts
EdIit Emall alart

Timesheet approval email alert

Create an email alert to 3ssociate with one or mone workflow rules, approval processes, or entiiement processes. VYWhen changing an email alert, any modifications wil apply to all rules, approvals, or entitiement processes 3sso)
Email Alert Edit

Zave | | Save & Mew| |Camcsl
Edit Email Alert

Dascription

|[Timesheet approval email slert

Unique Name | Timesheet_approval_email | |
Mamespaca Preflz  dht

Onjsct  Temeshest

(CoNmTRp . ITimesheetApprmed Email | %

Protected Component
Reclpient Type ISearch: (Semer ) dor | | | Find
Reciplant;
SEAPEI  pvailable Recigients Selected Recipients
—Mone— Timesheet Cwner
Y r
Add
AA
LY
Remove
v v
*¥ou ean emer up te five (5) email addresses to be notified.
Additional Emalls
A
From Emal A0oees | Current User's email address W |

| Make this address the default From email address for this object’s email slens. ;

Zave | | 3ave & MNew| | Cancsl

6. Follow the above steps and create another Email alert for rejection action

12



émail Alerts

Edlit Emall Alert

Timesheet Rejected Email Alert

Create an email alert to associate with one or more woridlow rules. approval processes, or entiiement processes. When changing an emil alert, any modifications will apply to all rules, approvals, or entitlement processes associated vl
Email Alert Edit Save | | Save & Maw| | Cancal
Edit Email Alert

Deecriplion | Timesheet Rejectad Email Alert
unique tame | Timesheet_Refecied_Emai] ;
Namaspacs Preflx diot
Objsct  Timechest
Emall Tempiata | a,

Protected Component

FciplEnt YRS |ssarch: (Gwmer ") for | Fing
Reciplent;
SRR pvailabile Recipients Solected Recipients
—Mone-— A Timesheet Cwner A
Add
b
4
FRemaue:
v v

*Yiou can enter up to five (5) email addresses to be notified.
Aomibonal Emalls

From Emall Adarses || Current User's email address v |

Make this address the default From email sddress for this object’s email alens.

Save | | %ave & Mew| |Cancsl

Approval Process

1. Click Gear Icon, In that Select Setup

In Quick find box, search and select “Approval Process”

Choose Timesheet from “Manage Approval Processes for’ dropdown
Select “Use Standard Setup Wizard” from “ Create New Approval Process”
dropdown

BN

13



’ T@e? n PE

=2 Setup Home  Object Manager ~

Q. approval

SETUR
Approval Processes

~ Data

Mass Transfer Approval Requests

| Appreval Processes Hadp for this Pag
~ Proa o wip tor this Paga @)
JEE ] Timesheet
I Approval Processes
Approvas ane compl processes that nformation gathering and planning before implementing. It is recommended that you follow the insructions below before getting started.
Dicdn't find what you're lesking far? - 2
Try wsing Global Search (7]
or Stangand Wizsed
Timesheet v
A bisting of both actve and in eases for Timeshests is displayed below. To create & new EErOVS: EroTESS. CHGK LIERTE HEW ARRRoVEl Process then select Use Jump Stact Wizand fo st up your approval process in a few
sherl siess. Or. seiect Live Standard ¥ e ¥ appraal agtions

Create New Approval Process ¥

Use Standard Satup Wizard

e apeeoval proceizes wvailasie

Inactive Approval Processes.

5. Name the Approval Process as “Timesheet Approval Process” and APl Name
will Auto Generate. (You are free to choose any name you prefer.)

6. Click Next

7. In Criteria Add “Timesheet:Met Weekly Hours”, Operator as “Equal”’ Value as
“True”

New Approval Process Hielp for this Page @

Timesheets
Step 2. Specify Entry Criteria Step 2 of 6
Previous | | Next | Cancel

If only certain types of records should enter this approval process, enter that criteria below. For example, only expense reports from employees at headquarters should use this approval process
Specify Entry Criteria

\Use this apgroval process if the following | criteria are met hdl

Field Operater Value
[Timesheet Met Weekly Hours v | [equals v [True ] @) ano
- 1 1r ] AL
y: ™
[-None-- v | [~None-- vl AND
[--None-- v | [~None-- vl AND
[~None- v | [~None-—- vl |
Add Fitter Logic

Previous | | Mext | Cancel

8. Click Next
9. Click Next
10.Click Next
11.In step 5 add Timesheet fields in the Order as shown in below image.

14



SETUP
@ Approval Processes
W step 5. Select Fields to Display on Approval Page Layout step50i6 |

Previous | | Next | Cancel

The approval page is where an approver will actually approve or reject a request. Using the oplions below, choose the fields to display on this page.

Available Fields | Selected Fields
Created By - Timeshest Name .
Last Modified By Employee
Manager Start Date —
Met Weekly Hours End Date
Status add  |Billable Hours Up == =
Mon Billable Hours
» -
LTJ Absence Hours -
L4 | Total Hours =)
Remove (ar Down
Click here to view an example
- -

Approval Page Fields

[] Display approval history information in addition to the fieids selected above.

12.Click Next
13.Click Save
14.Select “I'll do this later. Take me to the approval detail page to review what

I've just created.” option Click Go

SETUP
@ Approval Processes

' What Would You Like To Do Now?

You have just created an approval process. However, you cannot activate this process until you define at least one approval step. Would you like to do that now?

(O Yes, I'd like to create an approval step now.
(@ Il do this later. Take me to the approval detsil page to review what I've just created.
() I'l do this later. Take me back to the listing of all approval processes for this object.

Ga!

Scroll down to the “Initial Submission Actions” section

Add Initial Submission Actions
1. Click “Add Existing”.

15



Initial Submission Actions |1

Action Type
Record Lock
Edit | Remove Field Update

~

Add Existing | | Add New ¥

Description
Lock the record from being edited

Update Status Field to Submitted

Approval Steps !

‘fou have not yet defined any approval steps

-
[x

New Approval Step

| Final Approval Actions

Add Existing | | Add New ¥

2. Select “ Field update” from “Choose Action Type ” Dropdown

3. Choose “Update Status Field to Submitted” from the available actions and add
to “Selected Actions”

4. Click Save.

Save Cancel

Choose Action Type

Search: [Field Update | fur:|

Available Actions

Selected Actions

Field Update: Update Status Field to Approved
Field Update: Update Status Field to New

Field Update: Update Status Field to Submitted

Save Cancel

Approval Steps

1. Select “New Approval Step” button

2. Enter Name as “Manager Approval’ (Unique name will auto generated based on the
name)

3. Click Next.

4. In Step 2 Select “All records should enter this step”

5. Click Next

6. Select “Automatically assign to approver(s).”

7. Select “Related user” and Add “Manager”.




8. Select “Require UNANIMOUS approval from all selected approvers.”
9. Click Save

Step 3. Select Assigned Approver Step3of3

Previous | | Save | Cancel
Specify the user who should approve records that enter this step. Oplionally, choose whether the approver's delegate is also allowed o approve these requesis

Select Appraver

Lt the submitter choose the approver manually.

T

@) Automatically assign to approven(s).

Related User v | [Manager w
Agd Row Remove Row

‘When multiple approvers are selected:
() Approwe or raect basad on e FIRST resporse
® Require UNANIMOUS spprevsl from a0 selected sparovers

] The approver's delegate may also approve this request. |4

M@:r‘:e

10.Select “No I'll do this later. take me to approval process page to review what
I” ve just created ”
11. Click “Go”

Approval Processes

' What Would You Like To Do Now?

Wions Pl il credtid Bn Spproval Bep. You can cptionally ipecly workficw BIbi b SSCur USSR SEpraval &F nigectaon of thil S, Wioald pou ol 13 do that How?

¥as. d ke 80 create » rew approval acion for this siep now. | TRSK bl
e b o e o o L

Gal

Add Final Approval Actions
1. Click “Add Existing”.

17



Final Approval Actions | 1 Add Existing | | Add New ¥

Action Type /Description

Edit Record Lock Lock the record from being edited
Final Rejection Actions 1 Add Existing || Add New ¥

Action Type Description

Edit Record Lock Unlock the record for edifing
Recall Actions | 1 Add Existing | | Add New ¥

2. Select “ Field update” from “Choose Action Type ” Dropdown

3. Choose “Update Status Field to Approved” from the available actions and add
to “Selected Actions”

4. Select “ Email Alert” from “Choose Action Type ” Dropdown

5. Choose “Timesheet Approved Email Alert’ from the available actions and add
to “Selected Actions”

6. Click Save.

save | |Cancel

Choose Action Type  Search: [Email Alert ] for | Find
Available Actions Selected Actions
Emall Alert Timesheet Rejected Emall Alert Field Update: Update Status Field to Approved
Email Alert: Timesheet Approved Emall Alert
Add
J
L
Remove
save | |cancel
. . . .
Add Final Rejection Actions
H ] H H ”
1. Click “Add Existing”.
Final Rejection Actions | 1 Add Existing | Add New ¥
Action Type / Description
Edit Record Lock Unlock the record for editing
Recall Actions 1 Add Existing | | Add New ¥
Action Type Description
Record Lock Unlock the record for editing

18



2. Select “ Field update” from “Choose Action Type ” Dropdown

3. Choose “Update Status Field to New” from the available actions and add to
“Selected Actions”

4. Select “ Email Alert” from “Choose Action Type ” Dropdown

5. Choose “Timesheet Rejected Email Alert” from the available actions and add
to “Selected Actions”

6. Click Save.

Save Cancel

Choose Action Ty search: [ Task v for| | | Fina

Available Actions Selected Actions

--None-- Email Alert: Timesheet Rejected Email Alert
Field Update: Update Status Field to New

Add
»

(L]
Wy
Remove

Add Recall Actions
1. Click “Add Existing”.

Action Type

Recall Actions |

Record Lock

Add Existing | | Add New ¥

/ Description

Unlock the record for editing

Always show m

2. Select “ Field update” from “Choose Action Type ” Dropdown
3. Choose “Update Status Field to New” from the available actions and add to

“Selected Actions”
4. Click Save.

19




Save | |Cancel

fhooseActionType  search: [ Field Update v o I

Available Actions Selected Actions

Field Update: Update Status Field to Approved Field Update: Update Status Field to New|

Field Update: Update Status Field to Submitted

Add

™)
1
Remove

5. Activate the Approval Process

Approval Processes

Approval Processes

Ti'm-esheet: Timesheet Approval Process

Process Definition Detail ot » | Clone | | Del
Process Name adhi Approval Procisi

Deactivating inactive employee user Flow

When an employee is deactivated, this flow can automatically inactivate their associated
user. However, if the user is part of a group or has certain settings, the flow may fail,
causing errors and potentially sending multiple flow error emails to the org’s default
email address.

By default, the Deactivating inactive employee user Flow is inactive as we don’t want
to modify any Standard record data without consent.

If you want to enable this functionality, you can activate the flow by navigating to:
Setup — Flows — [Deactivating inactive employee user Flow] — Edit — Activate

20



Additionally, assign the Admin Email permission set to specific users who should
receive notifications about which users need to be manually deactivated.

SETUP
Flows
Flow

« Back to List: Flows

Deactivating inactive employee user

Help for this Page €

Flow Detail Edit| Open Run| Delete
Flow Label  Deactivating inactive employee user Flow APIName  Deactivating_inactive_employee_user
Description Namespace Prefix bt
Type: Autolaunched Flow
Environments:  Default URL  fflow/dbt/Deactivating_inactive_employee_user
Active Version Activated/Deactivated By
Trigger. Record—Run After Save Created By User User, 9/24/2025, 6:40 AM
Modified By User User, 912412025, 5:40 AM
Flow Versions
Action Flow Label Version Description Built with Created Date Type Status Progress Status Run in Mode  API Version for Running the Flow Log Metrics to Data Cloud
open | Run Deactivating inactive employee user 1 Flow Builder 9/24/2025, 6:40AM  Autolaunched Flow: Inactive Draft Default Mode 64.0

Managerial Reporting

Reports

Reports give detailed information on the employees working hours and the number of

hours an employee has spent on a specific project based on the filter criteria used in the

reports.

Reports display data in tabular format.

.T_ei‘;;: g’;‘:;iegz:gﬁ‘em; Sl;:e';g:i [=ms # EndbleFieldEditing || Q || @ AddChat || Y | & | Edit | ¥
Total Records  Total Duration
9 67.00
Type Date Employee Project Activity Absence Category Description Duration
Attendance (7) | 3/30/2023 DBT Testing 3.00
3/28/2023 DBT Documentation / Review - Project Documentation 8.00
3/29/2023 DBT Documentation / Review - Client Documentation 9.00
3/28/2023 Client One Analysis / Exploration - New Feature Updates 7.00
3/29/2023 Client One Analysis / Exploration - Release Updates 8.00
3/29/2023 Client Two Testing - Ul Testing 7.00
3/28/2023 Client Two Testing - Test Classes 9.00
Absence (2) 3/30/2023 Sick Leave Fever 8.00
3/31/2023 PTO-Planned Vacation 8.00
Total (9) 67.00
Row Counts Detail Rows Subtotals Grand Total

21



DashBoard

Using the data from reports, Dashboards can display the data graphically.

ot Qse A@mar20 @@

32! TimeSheet  TimeSheet v Project v Reports v Dashboards v  Employee v *1000Flag v X

e Sheet Dashboard

Project wise report for Current Month ® Activity wise report for Current Month ® Top 5 Out of Office Employee Month Wise

0BT
View Report (Time sheet project wise report Monthy)

Project wise report for Current Week % [ feel % | Top5Outof Office Employee Week Wise

View Report (Time sheet project wise report Weekly)

NOTE:-

This Application is designed on the basis of role hierarchy, It will work flawlessly if your
organization is already using roles. If not create at least 3 roles, Employee, Manager
and HR Admin.

Steps to Upgrade the Timesheet App

Upgrading the Timesheet App

e Follow the same procedures as Step 1 and Step 2 of the initial installation.

e In Step 3, Salesforce will recognize the existing installation. Click the Upgrade
button to continue.

22



Upgrade Timesheet
By

An earlier version is installed. It can be upgraded while preserving the existing data.
Installed: ver 2.0 (2.7) New Version: ver 2.0 (2.8)

Install for Specific
Profiles...

Upgrade Cancel

o Install for Admins Only Install for All Users

On Upgrade

If you've upgraded the Timesheet app from AppExchange, there's more manual steps
required.

Manual Layout Updates

Upgrades do not automatically add new fields to existing page layouts. If the following
fields are missing, they must be added manually.

Timesheet Layout

Add Missing Fields: Weekly Goal Completion Percent, Total Billable Amount, and
Accrued Hours.

Field Requirements: Manually set Employee, Manager, Start Date, and End Date as
Required fields.

23



Timesheet

Timesheet

~ Information

Timesheet Name Employee

Timesheet 4 raiitha dodda
Manager Owner

@) Anantha Rajesh e @ Anantha Rajesh
Start Date End Date
12/29/2025 rd 1/4/2026

Status Absence Hours
New ' 0.00

Billable Hours Total Hours

0.00 0.00

Non Billable Hours Met Weekly Hours
0.00 HH

Weekly Goal Completion Per(snll
0%

Total Billable Amount
$0

Accrued Hours
0.00 rd

Employee Layout

Add Missing Fields: Employment Type, Client Manager, and Client Manager Email.

Note: Employee Name is now formatted as First Name + Last Name

Employes
Rajesh
tart Da ~End Date
=)
Detail: Activit, Project

~ System Information

For Old Employee Records:

e After adding those fields to the page layouts, the Employment Type field shows
no value.

24



e We can manually set the desired value (e.g., Full-time, Part-time, or Internship).
e Only after setting the Manager field, the Client Manager and Client Manager
Email fields will be updated automatically.

For new employee records: The Employment Type field is set to Full-time by
default.

Employee Record page Layout :
1. Open any Employee record in Salesforce.
2. Click the gear icon (top right) — choose Edit Page.

3. In the Lightning App Builder, select createEmployeeTimesheet in the components
section.

4 Drag & drop createEmployeeTimesheet under the employee name .

o) ‘ E-1 ‘ Analyze H Activation.. ‘
Component: Field 0 Page >|createEmployeeTimesheet

( |

‘ Q Search s Set Component Visibility Q

Filters
N s s
dataTable = + Add Filter
dynamicRow3
Adnty  Project  Tmesheets

submittalObjRelatedList

\ Custom - Managed (11)

createEmployeeTimesheet

createPDF

Dashboard Manager Employee De. I

5.Click Save & Activation — set as Org Default.

6.Go back to the record and confirm the Generated PDF is showing.

Project Employee Layout :
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After upgrading to the new version in your org, if the ‘Hourly Rate’ field is not visible,
you’ll need to manually add it to the page layouts.

New Project Employee [

* = Required Information ||
Information

Project Employee Name

*Employee

[ Search Employees. Q]
*Project
‘ Search Projects Q |

Hourly Rate

‘ Cancel H Save & New ‘

Timesheet Record Page Layout :
1. Open any Timesheet Master record in Salesforce.
2. Click the gear icon (top right) — choose Edit Page.

3. In the Lightning App Builder, select and delete timesheetLineltemLWC.

il Lightning App Builder Timesheet Master Record Page

‘ 9 ‘ X | a O Desktop ¥ Shrink To View v ‘ c ‘

Components  Fields I Timeses
timesheet1

‘ Analyze H Activation. ‘

! Page > timesheetLineltemsLWC

Q timesh (] ‘ ‘i‘

v Set Component Visibility
»»»»»»»

Filters

+ Add Filter

v Standard (0)

Vv Custom (1)

createEmployeeTimesheet e

Vv Custom - Managed (2)

relatedTimesheets

timesheetLineltemsLWC

4. On the left, search for testLineltem under Custom components.

5. Drag & drop testLineltem into the same place (Timesheet Line Items tab).
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Lightning App Builder | @ Pages v Timesheet Master Record Page

[olc|[x]a O pesktop v [ swinktoview v [ [“anate || actvation \

Components ~ Fields | Page > Tabs
m o= Submit for A Edit | Delet | Change O ‘
I echeet for Test Submitfor Approval it | Dekte Change Ovner | w -
[ase e Y
- | [ s
B Trending Topics a g Default Tab
< [ etais B
Tabs
Detals ne ltems Approvals
Details
= Timesheet Line ftems
Weekly Timesheet

submittalObjRelatedList ( = Approvals

e (s |

v Custom - Managed (11) ACTIVITY NAME MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY

mployeeTimesheet Sillble Amaunt v Set Component Visibility

Total Hours

Filters

Projects Hours 0 0 0 0 0 0 0 =+ Add Filter

n Activt -

N
N
A

Z 4 “ “

Absence Hours 0 0 0 0 0

v

=

6. Drag & drop CreatePDF under the Timesheet name.

F%2Fpdo32-dev-ed.develop lightning force.com%2.. & ¥

[o]c[x]a 2 Desieop v | smnkroview v |[] Antyze | Actvation

Components  Fields Page > createPDI

p—— I
) Frcieet for Testing

eower | v

= )|

Filters,
~ Custom (3) o~ |

+ Add Filter
B yramicRows

@ submittalObiRelatedList

[ @ searc [[&-]

~ Set Component Visibility

Timesheet Line Items Approvals

s Custom - Managed (11)

Timeshect for Testing -

Pramesla Boddulur

2
11102025 117162025 .
14 Aconc Hours
Dastiboard Pal New s ow
dashboardContributionChart y
B coshboardpicChart on suspte ours i ey Hours
000

shboaraprofile
B o WeeklyClun

relatedTimesheets ooooo
stLineltem
timesheetine

e on the Applxchar

SLWC "
Anantha rajech, 11/11/2025, 11:21 PM

jesh, 11/11/2025, 1121 PM

7.Click Save & Activation — set as Org Default.

8.Go back to the record and confirm the new testLineltem and Generate PDF is
showing.
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Recalculation of Accrual Hours for old Timesheet data

For the employees , you want to calculate the Accrual Hours. Put the Accrual Start date
(From this date the total Accrual hours will get calculated) and Accrual Divisor.

Total Accrual Hours on Employee = SUM ( Timesheets Billable Hours / Accrual Divisor)

After the fields are updated, You can run this script from Setup -> Developer Console ->
Asynchronous Execute and paste the below lines and run.

Uninstall Instructions

e Before uninstalling Admin has to deactivate Flows which are active for this
Application.

e We need to remove the permission sets related to this app that were assigned to
users.

e The Admin has to make sure that no timesheets are in the Approval Process.
Deactivate the Approval Process and then delete it.

e After the Approval Process is deactivated and deleted, the Timesheet app can be
uninstalled like any other app exchange app.

Contacts:

If faced any issue please contact

Email:
srini.chappidi@digitalbiz.tech
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