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Quick Reference Card Innotas Time Entry This QRC provides instruction on how to log in and enter billable hours in Innotas. Time should be entered weekly; this ensures timely reporting of effort and accurate reporting. Even when no billable hours were expended during a week (personal leave), a timesheet must be submitted with zero hours for that period. Time and effort considered non-billable (personal leave, administrative duties) should not be entered and tracked through Innotas. The system is for reporting billable time only. Fields with a red asterisk (*) are required.



Log In to Innotas Go to:



https://purdueit.innotas.com



Log in using Career Account ID and Password.



NOTE: New users who do not have access to Innotas should request access by contacting their Resource Manager.



Adding Project(s) to the Timesheet



From My Arena, click Timesheets.
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Quick Reference Card Innotas Time Entry Select appropriate reporting Period for time entry from dropdown menu under My Timesheets. Timesheet information is displayed. NOTE: If you need to record billable time for the weekend. Click in the upper right hand corner, check the appropriate days and click SAVE.



To Enter Time on a Project Used on a Previous Timesheet Click New. From drop-down, select Entries from Previous Timesheets to add a project listed on a previously submitted timesheet. Select the previous timesheet period that includes the desired project. Click the checkbox for the projects to add from this timesheet.
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Quick Reference Card Innotas Time Entry NOTE: To use all of the projects, click the top checkbox and the system will select all projects. Click Add to Timesheet. To Enter Time on a New Project – Using New Drop-down Click New. From drop-down, select Entries from Browse/Search.



Under Available Projects, find and click the Project Name. The naming convention is: Office-Business Unit-Project Name. Select Task. NOTE: The pop-up search gives access to all of the projects and tasks that are allowed for the selected timesheet period.



Click Arrow to add as a Selected Entry.



Click Add to Timesheet.
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Quick Reference Card Innotas Time Entry To Enter Time on a New Project – Inserting Project Line



Click Add new.



The New Project Time window opens.



Click



to search for Project.



Search for project. The naming convention is: Office-Business Unit-Project Name. NOTE: The pop-up search gives access to all of the projects and tasks that are allowed for the selected timesheet period.
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Quick Reference Card Innotas Time Entry



Click project title to highlight. Click Select.



Click



to search for Task.



Click on task to highlight. Click Select. NOTE: All projects must have a minimum of one (1) task listed. If no tasks appear, contact your Resource Manager.
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Quick Reference Card Innotas Time Entry Click Save. NOTE: Do not uncheck the box under Billable for a project. If there is no Billable checkbox for a listed project, contact the Resource Manager; all projects in Innotas are billable.



Entering Time To add time to the project, enter number of Hours in the editable box under the corresponding date. NOTE: Hours will be saved automatically. Pinning the Entry Click the Pin Column to pin an entry that will be used on future timesheets. By doing so, this project/task will automatically appear in future timesheets. The project/task will continue to appear in future timesheets until you remove the Pin. To add additional projects repeat previous steps in this section.



To remove a listed project, click on the project name to select. Click Actions, and from the drop-down menu select Delete Entry (Delete). Click Delete.
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Quick Reference Card Innotas Time Entry The Total Hours Approval State from the Timesheets screen displays the status of all timesheets. 















Not Started = No time has been entered for the selected period. In Progress = Time entry has begun, but has not been finalized. Pending Final Approval = Timesheet has been submitted for approval. Fully Approved = Timesheet has been approved.



Another mechanism for viewing the status of a timesheet is to click Actions, and from the drop-down menu select View History. The status of the timesheet is displayed with all related activity.



NOTE: If a Fully Approved timesheet requires editing, send an email to [email protected], asking to assign a Footprints ticket to the OVPIT_PPM Innotas team, with a brief explanation of the request.



Submitting Time for Approval
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Quick Reference Card Innotas Time Entry



From My Arena, click Timesheets.



Select appropriate reporting Period for time entry from dropdown menu under My Timesheets.



Verify all time has been entered for each project for the period. Make any final edits or adjustments, as needed.



Click Submit.
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Quick Reference Card Innotas Time Entry



Read submission warning and click Submit. If edits are needed, click Cancel and edit timesheet. NOTE: Submission Note is not required.



Approving Time The approval of a timesheet is done by the employee, with the exception of non-Purdue consultants; they submit time and Resource Managers then approve their time.



From My Arena, click Approvals.



Timesheets Pending Final Approval is displayed. For timesheets that have been submitted for approval but now require editing, click Reject. Click Approve radio button for each pending timesheet. © 2016 Purdue University Last Updated 2/9/2016, PJB Page 9 of 10



Quick Reference Card Innotas Time Entry To approve multiple timesheets at the same time, click Approve All. Click Submit. The Timesheets Pending Final Approval screen is empty and displays the following message:



A confirmation email is sent with notification that the timesheet has been processed.



Additional Assistance



Innotas provides an internal Search and Help feature which includes a User Guide.



To access, click



.



The User Guide will open to the section associated with the page currently displayed in Innotas.
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