


1. Engagement Manager: Home Page Navigation and Getting Started
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1. Profile: Access your profile to 
amend your default settings 
and assign a proxy

2. Message Centre: Access chat 
messages and updates on your 
open roles or tasks for you to 
complete

3. Work Items and Notifications: 
View pending items to take 
necessary action

4. Create: Click to initiate a new 
request

5. Workers: Access active worker 
data
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6. Recently Viewed Items: 
Quickly access items that 
were recently viewed 
within Fieldglass

7. Job Postings With Recent 
Activity: Quick view of job 
postings with recent activity 
and which part of the 
process each is at

8. My Profile: Set up default 
site and proxy/delegate

9. My Preferences: Edit time 
zone, messaging
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10. Add Proxy: Click My Profile 
(1,8) to select a user to 
approve work items on your 
behalf

11. Add Delegate: If applicable, 
set up a delegate to take 
action on your behalf



2. Engagement Manager: View and Approve Time and 
Expense

1. Work Items: Items that require 
review, approval, and/or 
action

2. Timesheet
3. Expense Sheet
4. From #2. Timesheet: Click on 

Approve
5. Click into each pending 

timesheet, review the details 
then either approve or reject. 

6. From #3. Expense Sheet: Click 
on Approve

7. Click into each pending 
expense, review the details 
then either approve or reject. 
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8. Engagement Manager: View Timesheet – Daily Rate
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1. Time Worked: Review the 

tracked days on the worker’s 
timesheet

2. Total: Review the total recorded 
for the week

3. Accounting/Committed Spend: 
Review the total committed 
spend for the Work Order 
Assignment

4. Cost Centre Allocation: check 
the total committed spend 
allocated to the business area

5. Approve or Reject: Approve or 
Reject based on your review of 
the timesheet, if you Reject 
please add Reason and 
comment to facilitate the 
correction.



9. Engagement Manager: View and Approve Expense Sheet
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1. Work Items: Items that 
require review, approval, 
and/or action

2. Timesheet
3. Expense Sheet
4. From #3. Expense Sheet: 

A list of pending expense 
sheets will appear

5. Click approve or reject, if 
you Reject please add 
Reason and comment to 
facilitate the correction.

6. Accounting: Review the 
expense amount and 
committed spend of the 
worker’s Work Order

7. Billable Amount: View the 
billable amount of the 
expense sheet

8. Cost Allocation: Check the 
cost centre allocated to 
the expense sheet

9. Receipt/Attachment: 
View the receipt attached 
to the expense 
sheet/report

10. Total: Total CHF amount 
of expense


	Slide 1
	Slide 2
	Slide 3
	Slide 4
	Slide 5

