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ArcTime is an employee timesheet app that lets employees submit their timesheets 

and time off requests for review and approval. Approved timesheets can be 

downloaded and saved in CSV format and then imported into accounting software. 

Getting Ready to Use ArcTime 
Before you start using ArcTime, you need to import all your employees, pay codes, and leave codes into 
the app. If you use Denali™, an integration and export is available for you. If you use another payroll 
software, a template is available to upload this information. 
There are three user types in ArcTime and what you see in the app depends on your user type. 

Figure 1: ArcTime User Hierarchy

If you are an Account Administrator, you will receive an email with a link and an activation key. You need 
to enter your activation key and password in the Admin Signup window before you can access 
ArcTime. The link to the Admin Signup window is different than the ArcTime app link. 

NOTE:  Employees who are Account Administrators and use ArcTime to enter 
timesheets should create a separate email address to use as their login to enter 
timesheets. This separate email address is the login you must enter in the Denali 
Payroll Employee Management window. 
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Figure 2: ArcTime Administrator Signup

After you activate ArcTime, you can access the app (the link to the app is also in the email you received). 

Importing Employees from the ArcTime Template
If you use Denali™ with this app, you must export your employees from Denali. Any employees you 
import using the TimeTracking template and not the Denali export, will not export into Denali when you 
want to run payroll. 
ArcTime provides a spreadsheet template so you can add your employees to it and then import the 
template into the app. 
To use the template to add your employees to the app:

1 Log in to ArcTime with your administrator credentials.
2 Click on Settings > Employee from the top menu bar. 
3 Click Actions > Download Template from the top-right corner (under the clock).
4 Open the Excel® template that downloads and enter your employee information in the appropriate 

columns. 
5 Save the template to a location you will remember. 
6 In the TimeTracking app, click Actions > Import Employee Information from the top-right corner 

(under the clock).
7 Click the Browse button to find the template you saved. 
8 Click Validate. 

Your employee information will import to the app. You will see errors for any rows that did not import. 
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Exporting Employees from Denali
If you use Denali™ Accounting software, you need to export your employees from the Payroll module. 
See the Denali documentation for assistance. Be sure all employees have valid email addresses 
because they will not be able to log in to the app without one. 

Setting up Your Employees
After your employees are in ArcTime, you need to complete their setup before they can access the app. 
You will have access to the Settings menu if you have administrator rights. From this menu, you can 
view each employee record and edit some employee information. 
After you complete each employee setup, they will receive an email with their username and password.
To finish setting up your employees:

1 Log in to ArcTime with your administrator credentials.
2 Click Settings > Employee from the top menu bar. 

In the Profile Setup column (second to last column of the grid), any employee that still needs to be set 
up will show Partial. 

3 Click the Edit icon in the Action column for any employee that needs to be set up. The Update 
<employee name> window will open. 

Figure 3: Employee Update window

4 From the dropdowns, choose the timesheet approver, start and end shift days and times, and the 
employee status and role. All fields are required. 
The Regular Hours are calculated based on the shift start and end times you enter. 

5 Use the radio buttons to select if the employee and/or approver should be allowed to edit timesheets. 
This applies to timesheets that the employee is not currently clocked into.
If you do not allow editing rights for the employee to edit their timesheet, you can then choose if you 
want timesheets to automatically be submitted for approval when the employee clocks out. 

https://cougarmtnservice.com/help/ThirdPartyGuide/Arc_Time_Tracking.htm
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6 If you are completing this employee’s information for the first time, check the Setup Complete check 
box. This will send an email to the employee with their username and password information. 

7 Click the Update button to save your changes. 

You can change these settings at any time in the Update window. 

Changing Your Password
When your information is added to the ArcTime app, you will receive an email with the app link and a 
temporary password. The first time you log in to ArcTime you will be forced to change your password; 
the Change Password screen will open before you can access the app.

Figure 4: Change Password window on first login

Follow the on-screen requirements to create a new password. When the requirements are met, the 
bulleted text will change from red to green. After you successfully create your new password, you will 
need to log in with your updated credentials.
After the initial password change, you can change your password at any time. Click the circle with your 
initials in the top-right corner, and from the drop-down click Change Password. 

NOTE:  If you use Denali and you change the employee username in this window, 
remember that you must also change the email address for the employee in the 
Denali Employee Management window. 
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Figure 5: Change Password window

You will need to enter your existing password and your new password. Make sure you meet the 
password requirements listed in the window. 

Turning Email Alerts On and Off
Use alerts to get notified by email when a time sheet or time off request has been submitted/recalled (if 
you’re the approver) or approved/rejected (if you’re the submitter). You can turn the alerts on and off by 
clicking the bell icon in the top-right corner.

Figure 6: Alerts icon

ArcTime Home
The main screen in ArcTime shows you an overview of your timesheets. You can see your overdue 
timesheets, timesheets that are pending submission, and your timesheets that have been submitted but 
not yet approved. You can also see the time you logged in today, your total time for the day, and your 
total time for the week. 
If you have Approver user rights, you will see this overview broken down into your own timesheets (Self) 
and the timesheets you’re responsible for approving (Team). 
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Figure 7: ArcTime Home

You can click on any of the status boxes at the top to see the timesheets in that category. 
To filter the date range you see on the home screen, use the calendar option at the top-right of the 
window. 

Figure 8: ArcTime Home page calendar

On each timesheet, you can click View Details under the total hours for the timesheet to see the details 
for those hours. 
You can also complete timesheet tasks directly from the Home screen. Hover over the icons on the right 
of the timesheet to see your options. 

• Comment: Leave comments for the approver or submitter (if you’re the approver), or read 
comments from the approver or submitter.

• Remind: Send a reminder to the approver to approve your timesheet.Submit: Submit your 
timesheet to be approved. 

• Edit: Make changes to your timesheet before you submit it or after you recall it. 
• Delete: Delete your timesheet or an entry on your timesheet.

See “Editing, Recalling, or Deleting a Timesheet” on page 12 for more information about these options. 

Entering Your Hours on Timesheets 
By default, on the Enter Time screen (Time Entry > Enter Time) you can only see time for the current 
period (day or week). You can change the day or week in view by clicking the back and forward arrow 
buttons (daily) or the calendar (weekly) at the top-left of the window. 
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Figure 9: Changing the current period on the Enter Time screen.

You can also view time outside the current period on the Home or Time Summary screens. 
To view a summary of all your timesheets, click Time Entry > Time Summary. By default, this screen 
shows your timesheets for all task/pay rates, all statuses, and the current pay period. Click the Filter 
icon in the top-right corner to change these filters. After you choose your filter criteria, click the arrow 
next to the filter boxes to see the changes. 
Whether you enter daily or weekly timesheets, you can enter your hours using the clock button or the 
Add Time button. 

Entering time using the Clock button
1 From any tab in the app, click the Clock button in the top-right corner. The Clock In window will open.

Figure 10: Clock In button

2 If you have more than one Pay Rate, choose the correct rate from the Task / Pay Rate dropdown.
3 Click Clock In. 

The timer in the top-right corner will show how long you’ve been clocked in for. 



11ArcTime
Entering Your Hours on Timesheets

Clocking out for a break, for the day, or switching to a different 
Task/Pay Rate
When you need to clock out for a break, switch to a different task, or clock out for the day, click the Clock 
button again. The Clock Out window will open.

Figure 11: Clock Out window

From this window, you can either choose to clock out for a break, switch to a different pay rate, or clock 
out for the day. 
Taking a Break: If you’re clocking out for a break, click Take Break. The time will stop. When your break 
is over, click the Clock button again and the clock will resume. 

Switching Tasks: If you’re switching tasks and need to change your pay rate, choose the Task/Pay 
Rate you need to switch to from the dropdown. Then click Swap Task. Until you clock out, your hours 
will be recorded for the new rate. 

Clocking Out: To clock out, click the Clock Out button. Your hours will be added to your timesheet. 
Be sure to check your timesheet for errors before you submit it. 

Manually adding time
You can add hours for any day from the Home screen or the Time Entry screen. 

1 Click the Add Time button at the top-right of the Home screen or Time Entry screen. The Add Time 
window will open.
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Figure 12: Add Time window

2 If you have more than one pay rate, choose the correct one from the Task/Payrate dropdown.
3 Use the Start Time and End Time calendar and clocks to enter the day and hours you worked.
4 Click Add. 

The time will be added for the day you selected.

Editing, Recalling, or Deleting a Timesheet 
After your timesheet is submitted, only the approver can edit it. If you want to edit a timesheet you 
submitted, you must recall it. 

Editing a timesheet
1 On the timesheet you want to edit, click View Details under the total timesheet hours. 
2 Click the Edit icon at the end of the timesheet row. 



13ArcTime
Entering Your Hours on Timesheets

Figure 13: Edit icon on a timesheet

3 Change the date and/or hours directly on the timesheet row. 
4 Click the Save icon (the Edit icon turns into the Save icon when you’re editing).

The timesheet is now saved with the edits and is ready to submit or approve.

Deleting a time entry or an entire timesheet
You can only delete timesheets or entries on timesheets that haven’t been submitted. To delete a 
timesheet or a timesheet entry on a submitted timesheet, you must recall it first. See “Recalling a 
submitted timesheet” on page 13.
You can delete an entire timesheet or individual entries on a timesheet from the Home or Enter Time 
screens. 
To delete an entire timesheet, click the Delete icon (x) on the timesheet row.
To delete an individual entry, from the Home or Enter Time screens, click View Details on the 
timesheet. With the specific entry in view, click the Delete icon (x) at the end of the row you want to 
delete. 

Figure 14: Delete icons on a timesheet

Recalling a submitted timesheet
If you submitted a timesheet but it hasn’t been approved, you can recall it. 
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1 On the Home screen click the Pending Approval status box. All the timesheets you submitted and 
are waiting for approval are shown. 

2 At the end of the timesheet you want to recall, click the Recall icon. This will move the timesheet from 
Pending Approval to Pending Submission. 

Figure 15: Recall icon on a timesheet

The timesheet is now available to edit or delete it.

Requesting Time Off
To request time off or to view the status of your requests, click Time Off on the top menu bar. The Time 
Off screen shows all the time off requests you made and their status. 
By default, the Time Off screen shows all requests for the current month, but you can change what is 
in view. Click the Filter icon at the top-right next to the Request Time Off button. You can choose to 
filter by status, leave code, and date range. 
To request time off:

1 At the top-right of the Time Off screen, click the Request Time Off button. The Time Off Request 
window will open. 
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Figure 16: Time off Request

2 If you have more than one leave type, select the correct one from the Leave Code dropdown. 
3 Use the From Date and To Date calendars and clocks to enter the time you want to request off. 
4 If necessary, enter a reason for your request.
5 Click Apply.

Your time off request will appear in the Time Off table. 

Approving Timesheets
If you have user rights to approve timesheets in ArcTime, you will have access to the Approval menu. 
Click Approval > Timesheet Approval from the top menu to open the Timesheet Approval screen. 
The timesheets you see are based on the filter settings at the top of the window. By default, you will see 
all timesheets for all employees for the current month. Adjust the filters to see the timesheets you want. 
To see the details for a specific timesheet, click View Details on the timesheet hours under the total 
hours. 

NOTE:  Don’t forget to submit your request by clicking the Submit icon in the Action 
column.
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Figure 17: Timesheet Approval screen

You can approve each timesheet individually by clicking the Approve green check mark on the right of 
the sheet. To approve several timesheets at once, select the check box on the left of each timesheet 
and click Approve Selected in the top-right corner. 
To reject a timesheet, click the Reject button (red x) on the right side of the timesheet. 
You can read comments from and leave comments for the person who submitted the time sheet in the 
Comment bubble on the right of side of the timesheet. 
If you use Denali™, overtime units will be created by the Overtime Code that is attached to the 
employee when you import timesheets from ArcTime.

Approving Time Off
If you have user rights to approve time off in ArcTime, you will have access to the Approval menu. 
Click Approval > Time Off Approval from the top menu to open the Time Off Approval screen. The 
time off requests you see are based on the filters at the top of the window. By default, you will see all 
time off requests for all employees for the current month. Adjust the filters to see the requests you want.

Figure 18: Time Off Approval screen

You can approve each time off request by clicking the Approve green check mark on the right side of 
the row. 
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To reject a timesheet, click the Reject button (red x) on the right side of the row. 
You can read comments from and leave comments for the person who submitted the request in the 
Comment bubble on the right of side of the row.

Reporting
The Reports menu is available for Approver and Administrator users. You can view the Employee Time 
Summary report, a Clock-In report, and, if you are an Administrator, a Denali Payroll Report.
The Time Summary report shows an approver the existing time records for the employees they approve 
for. By default, the filters show all employees, all timesheets, and all task/pay rates in the current pay 
period. Use the filter fields at the top of the window to change what shows on the report.

Figure 19: Time Summary Report screen

To download the on-screen information to a CSV file, click the Download icon in the top-right corner 
(next to the Filter icon). You can use this CSV file to import payroll information into your Payroll software. 
If you use Denali Accounting Software, you don’t need to use the CSV file; you can use the Import Daily 
Units from ArcTime option in the Payroll module.
The Clock-In Report shows you all the employees that are currently clocked in, the approver for that 
employee, the rate they are clocked in with, and what time they clocked in. 

Figure 20: Clock-In Report screen

The Denali Payroll Report is only available if you are an ArcTime administrator. This report shows you 
the hours and leave that export to Denali for the selected time frame. To download the on-screen 
information to a CSV file, click the Download icon in the top-right corner (next to the Filter icon).
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Figure 21: Denali Payroll Report screen
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