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1 Introduction 
 
Mitrefinch Time and Attendance System, TMS, generates work records that represent clocking 
in/out activity at a terminal.  
 
Prior to TMS Version 6, employees had to maintain their work records via the Clock card, i.e. to 
correct or add a clocking. In TMS Version 6 we have added timesheets. 
 
TMS Timesheets use the same data as the Clock Card but display it in a way that is very simple 
to understand. 
 
TIMESHEETS ALLOW YOU TO: 
 
 Enter all your hours for a period of time at once 
 Create and modify a working record in an intuitive and visual manner 
 Draw and expand work shifts on a time based grid  
 Allocate time to certain projects 
 If required, all changes made on timesheets can be sent to the department Supervisor as 

employee requests, to be checked off and authorised 
 
To display your timesheet for the current week select Timesheets from the Employee main 
menu: 
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You can record worked hours simply by clicking on the grid and then dragging out an 
appropriate hours band. When you have finished click Save on the top left-hand side of the 
form. 

 

2 Edit an Hours Band 
 
To edit an hours band, select it and then click the Modify button on the right-hand side of the 
form. The following form will then be displayed: 
 

 
 
Choose the relevant Hours code from the drop-down list and then click OK. 
 
Different hours bands will be displayed in different colours on the timesheet accordingly. 
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3 Favourites 
 
You can setup 'favourite' hours bands via the box on the left-hand side of the form. This saves 
you from having to set up identical hours bands over and over again. You can setup a maximum 
of ten hours bands.  
 
Click on a line in the list and then click the Modify action that appears on the right-hand side of 
the form. The following form will be displayed: 
 

 
 

Setup the hours band as you want it and then click OK. 
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4 Viewing Options 
 
The Layout drop-down list at the head of the timesheet form allows you to view the grid across 
a year, a month or a year. 
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5 Group Timesheets 
 
Supervisors can view group timesheet – displays a group of employees  
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Mitrefinch Pty td 
Unit 47 
11-21 Underwood Road 
Homebush NSW 2140 
 
Sales: 1300 884 831 
Support: 1300 884 817 
 
Email: sales@mitrefinch.com.au 
 
Web: www.mitrefinch.com.au 

 
 

 
 

 

 

Not using TMS Version 6? 
 

To receive your upgrade or to book a training day, 
 Contact us today on 1300 884 831 
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