Steps to Complete LEER South Africa Timesheet

A. Login to www.leersouthafrica.co.za website
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B. Go tab ‘Admin’and click on ‘Timesheet
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Hover over (1) and click (2)

C. Clickonyour student name (e.g. Vutlhari)
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Click on your student (2). Students are under a tab Class/Students (1)

D. ClickonTab ‘Time’
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Click ‘Time’ (1)

E. Click‘New’to add new timesheet
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Click ‘New’ (1)

F. Complete the timesheet and Click Save (6) to save your new timesheet
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Complete (2), (3), (4) and (5) for student (1) and click ‘Save’ (6). If you have another student,
click Class/Students tab and select the student and follow the process again from ‘C (1)’

G. Click Timesheet Tab to see summary of your timesheets
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Here you can view all your timesheets. If your student is shared with another tutor




