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GETTING STARTED

Open your Time Sheet
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1 Open your employee profile

Sign in to Allora HR and open your employee profile.

2 Select Time Sheet

From the left-side navigation menu, click Time Sheet.

3 Review your workspace

The page shows today’s attendance, weekly records, and total 
worked hours.
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Select Time Sheet from the left menu to open 
daily attendance and weekly hour records.
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DAILY ATTENDANCE

Clock in and clock out
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1 Start your workday

Click Check-in when you begin working. The system records the start 
time.

2 Track the active session

While the session is open, the page displays elapsed time and the 
latest event.

3 End your workday

Click Check-out when you finish. This closes the session and 
calculates the worked time.

Important

Close any active session before submitting the week.
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WEEKLY REVIEW

Review your worked hours
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1 Choose the week

Use Previous, This Week, or Next to navigate between weekly 
periods.

2 Review each day

Each row shows the hours recorded for that date. An open session 
appears as In Progress.

3 Export when needed

Click Export CSV to download the visible weekly information.

4 Request a correction

Use Request Correction if a recorded interval needs to be adjusted.
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TIME ENTRIES

Add hours manually
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1 Describe the work

Enter what you worked on and select the relevant project or 
category.

2 Select date and time

Choose the work date, start time, and end time. Confirm the 
calculated duration.

3 Add the entry

Click Add Entry to include the interval in your timesheet.

Tip

Manual entries are available only for draft or rejected intervals and 
may require FaceCheck verification.
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