
 

Online Time Log Usage Guide 

The Login Page 

The login page allows you to log in to 

your current account, register a new 

account, view the usage guide, and 

perform a password reset. 

 

 

Registration 

If you are a new user, you will be 

required to register in order to use the 

online time log. Make sure to use your 

Pivital email. 

 

Forgot Password 

In the event your password is lost, 

you can perform a password reset to 

re-obtain your account by providing 

your Pivital email. A password reset 

email will be sent with instructions to 

create a new password. 

 

 

http://timesheet.pivital.com/


User Guide 

Home Page 

 As a user, your home page will have three 

available options. “Edit Timesheet”: Edit the 

timesheet of the current week, “View 

Timesheets”: To view timesheets from weeks 

past as well as from the current week, and 

“Logout” which will log you out of your 

account.  

Edit Timesheet 

 

 

 

 

 

 

 

 

From the Edit Timesheet page, you are be able to set your 

hours for the current week as well as the client and project, 

with the ability to add more projects if needed. Make sure to 

click “Submit” to save your changes. 

 

 



 

View Timesheets 

 

 

 

 

 

 

 

 

From the View Timesheets page, you can view your 

timesheet for the current week as well as any previously-

submitted timesheets. 

Timesheet Status 

 

 There are three statuses for a timesheet: “Unapproved”, 

“Changes Needed”, and “Approved”. When a timesheet is 

edited it will be set to “Unapproved” until approved by a 

manager. If modifications need to be made, a manager can set 

the status to “Changes Needed” and supply a note on the 

required changes. 

 

 



Manager Guide 

Home Page 

As a manager, your home page will 

have three available options. “Weekly 

Report”: View hours from all users 

assigned to you for any given week, 

“Project Report”: View hours from all 

users assigned to you for any given 

week based on Project, and “Logout” 

which will log you out of your account. 

Weekly Report 

 

 

 

 

 

 

 

 

 

 The Weekly Report allows you to view hours from each 

user assigned to you for any given week. The rows are color-

coded in accordance to the timesheet’s status. Clicking on a 

user’s name will bring you to their timesheet for that week. 

 



Project Report 

 

 

 

 

 

 

 

 

 

The Project Report is similar to the Weekly Report, but in 

addition to viewing hours from all users it allows filtering by 

project. 

 

 

 

 

 

 

 

 

 

 



Administrator Guide 

Home Page 

 As an administrator, your home page 

will have the same options as a manager 

with some new additions. These include 

“Projects/Clients”: Edit the projects and 

clients that users are able to select on 

their timesheets, “Manage Users”: A user 

management suite, and “Export to Excel”: 

The ability to export timesheet data as an 

excel spreadsheet. 

 

Projects/Clients 

 From this page, you can edit the 

projects and clients that users are able to 

select on their timesheets. To remove a 

project or client, click the “x” symbol on 

the given row. 

 

 

 

 

 

 

 



Manage Users 

 

 

 

 

 

 

 

This page allows you to edit the role, manager, and payroll 

type of all users. Changes are saved automatically. 

Export to Excel 

 This page allows you to export two 

weeks of timesheet data as an Excel 

spreadsheet. The payroll type filters 

which users are exported and can be set 

to either “Employee” or “Contractor” to 

obtain different reports based on payroll 

type.  

 

 

 

 

 

 



Export History 

This page presents downloads 

for all previous Excel exports, as 

well as a method to remove them 

by clicking the “x” on any given 

export’s row. Exports that are 

automatically generated will begin 

with “[AUTO]”.  

 

 

 

Export Example 

 

 

 

 

 This is an example of an Excel export when selecting the 

payroll type “Employee”. Notice that “Pivital User 3” was not 

included in the export as they are a contractor. 


