
Segula UK Timesheet 

Project / Line Manager Guide 

 

This guide is specifically for Project Manager / Line Manager functions. 

For basic system functions, such as entering and submitting Timesheets, please refer to 

“Segula UK Timesheet - User Guide” 

 

Role Functions 

As a project- or line manager, you have additional role functions available, that appear on your 

Timesheet start page. 

 

• “Timesheet Approval”: Review and approve/reject submitted Timesheets. 

See users with pending Timesheets and users with late Timesheets. 

 

• “Project Manager”: Create and manage projects, view project reports. 

Create project member assignment requests. 

 

• “Line Manager”: View and manage user assignment requests. 

  



Timesheet Approval 

Whether you are a project manager, a line manager or both, you can use this function to review, 

approve and reject submitted Timesheets. 

 

Timesheet Approval Home 

 

There are three main functions in the Timesheet approval home view. 

 

Users with Pending Timesheets: 

A list of users who have submitted Timesheets, which have not been approved or rejected yet, 

sorted by oldest pending Timesheet. 

Clicking on the name of the user or the date for their oldest pending Timesheet, will open up an 

overview for the user that lists their Timesheets, which you are authorized to view/approve. 



 

 

Late Users 

A list of users who have not submitted Timesheets for any projects in the previous week. 

This will show only users you are authorized for. 

Note: Only users who have submitted Timesheets for -any- project at all, will not show up here, even 

if it is for a project that you are not authorized to view/manage. 

 

User Search 

If you want to see a Timesheet overview for a user who does not have pending or late Timesheets, 

you can use the user search function. 

Start typing the name of a user and a list of suggested results will come up. 

You can either select a name from the list and click on the “Search” button to directly view the user, 

or click “Search” without selecting a user to see a list of all matching users. 

This will bring up the same overview as seen in the “Users With Pending Timesheets” section above. 

 

Approving Timesheets 

 

To approve or reject Timesheets select a date from the Timesheet overview for a user. 

You will see another overview of all of their Timesheets submitted for that week, 

which you are authorized to view/approve. 

 

You can approve or reject Timesheets directly from this page or click on “Details” to show a detailed 

view of the submitted hours. 

  



Detail Approval View 

The detailed approval view lets you see the exact start and end times, break taken, location and 

description for the submitted Timesheet. 

 

If another project manager has a made a project member assignment for a user that you are the line 

manager of, you will be able to view their submitted Timesheets for that project, but will not be able 

to approve or reject them. See the example below: 

 

Project member assignment requests will be described in detail in the “Line Manager” section. 



Project Manager 

The Project Manager Role has two main functions: 

- Project Management 

- Project Reports 

 

Project Management 

 

The Project Management start page has two panels. 

 

The first panel lets you select a project from a list of the 5 most recently created projects or use the 

search to find projects by project code. Similarly to the user search for the approval role, 

you can start typing a project code and select from the list of suggestions to view a project directly, 

or you can enter a search term and click on Search to see a list of all search results. 

 

The second panel lets you create a new project. Simply enter a new project code and click on 

“Create Project”. You will be given a prompt to confirm the creation. 

  



 

Project Details 

On the Project Details, you have to main panels, one for project member controls (1) and one for 

general project controls (2). 

 

Member Controls 

• Add Members: To add a user to a project, start typing their name into the search bar, select 

their name from the list of results and click “Add”. 

Only users that you are the line manager for will show up through the search. 

• Request Members: To add a user from a different line manager to your project, click on 

“Create Request” to create a Project Member Assignment Request. (Details in the following 

section. 

• Project Members: A list of all current project members. Click on the “X” next to a name to 

remove the user from the project. 

 

Project Controls 

• Retire Project: Retire the project. Project members will no longer be able to submit hours for 

this project and you will not be able to add/remove project members or make assignment 

requests. This can be undone at any time. 

• Total Project Hours: Shows all hours entered for the project so far. Click “View Hours” for a 

more detailed view, broken done my month. 

• Detailed Report: Enter a start and end date and click on Generate Report to download a 

spreadsheet with all submitted user hours for that timeframe, broken per user. 



Project Member Assignment Requests 

Here, you can create requests to add project members from other line managers to your project. 

 

To create a request, find and select the person you want to request by starting to type their name 

into the search bar and selecting them from the list. 

The start date is mandatory, but the end date and additional notes are optional. 

 

Before the request is submitted, you will see a summary of your request. 

Once you confirm the request, it will be sent to the users line manager for approval. 

 

Project Reporting 

If you want to generate hour reports for multiple projects, instead of going through each project’s 

detail view and generating the report from there, you can go to the “Project Reporting” page from 

the Project Manager home start page. 



Line Manager 

Other than Timesheet approval for default projects, the Line Manager role has only one function. 

 

Assignment Requests 

On this page, you will see a list of pending, active and inactive project member requests. 

 

To view the details for a request, click on the button showing the status for it. 

 

Approval for a request can be revoked at any point, by going into the details of an active request and 

selecting “Revoke”. 

However, inactive requests (expired or rejected) can not be retroactively approved. 


