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You can easily view your timesheets at any time from your portal.

Their status is indicated using the following labels:
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View your timesheets

Your timesheet has been approved by your manager.

Your manager has rejected your timesheet.

Your timesheet is waiting for your manager’s approval.

The timesheet is still a draft. It hasn’t been submitted 
yet. You can edit and submit it.

Your timesheet has been submitted as pre-approved.



To add a new timesheet, simply click the ‘Add Timesheet’ button at the 
top right of the timesheets page. You will then need to select your acti-
vity based on the period and the client.

Login to: https://puma.helvetic-payroll.ch/Timesheets

1. Choosing the activity
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Two format options are available:

3. Choosing the type

Two different statuses are possible:

2. Choosing the status

Your manager needs to approve your timesheet 
through our system.

Your timesheet has already been approved by your 
manager, and a supporting document is available.

Waiting approval

Pre-approved

The ‘Detailed’ mode provides a separate line for each 
day of your activity.

The ‘Simplified’ mode offers a single line where you can 
enter the total time for this activity.

Detailed

Simplified

Two actions are possible:

4. ‘Save draft’ and ‘Next’ buttons

This action allows you to save the fields you’ve already filled 
in. The timesheet will appear in the list with the status ‘Draft’, 
and you can complete it later.

This takes you to the third and final step.Next

Save 
draft
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This page shows a summary of your timesheet, organized into several 
sections:

Legend:

a. Total – Shows the total time entered in the previous step.

b. Files & supporting documents – Allows you to attach files that will be 
visible to your manager and to Helvetic Payroll.

c. Manager responsible for approving the timesheet – This section only 
appears if the status of your timesheet is ‘To be approved’.

5. Final Step: Summary and Manager Approval

a.

b.

c.

d.

e. f.
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d. Comments – For your manager and/or for Helvetic Payroll.

e. ‘Save draft’ button – Saves the fields you’ve already filled in. The time-
sheet will appear in the list with the ‘Draft’ status, and you’ll be able to 
complete it later.

f. ‘Submit’ button – Finalizes and submits the timesheet. You will no lon-
ger be able to edit it. If its status is ‘To be approved’, a validation request 
will be sent to your manager.
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WE HOPE THAT THIS 
TUTORIAL WAS HELPFUL

If you have any question or suggestions, 
feel free to contact us directly at

it@helvetic-payroll.ch

Thank you.

A Chatbot is also available directly on the 
portal to support managers/contractors 

in live.

Rue de la Rôtisserie 2
1204 Geneva

Bahnhofstrasse 98
8001 Zürich
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