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How to Log into Tempus 
To log into Tempus, navigate to this link, and enter your credentials.  

 

To reset your password, click Forgot Password and enter your email address to receive a password reset notification. If 
you experience any difficulty logging into the system, please contact your Acara team contact for support. 

 

 
 

Accessing Timesheets 

Once logged in, you can find and click into the Manage Timesheets tile on the dashboard, via the Time Management tab 
at the top, or in the home button dropdown. 

https://app-prd-kf8grjqh.launchpad.cfapps.us10.hana.ondemand.com/site?siteId=e47c1605-c2a4-4af8-bb4b-bae4b8a9acbd#Shell-home
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This takes you to the Manage Timesheets table. You can customize this view (instructions for this found here). Until 
customized, you will need to select the timesheet status you want to view and click Go. 

 

To view more information about a timesheet, click into the row of the timesheet you want to view. You may also right 
click and choose to open the timesheet in a new tab if you have several to review. 
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You will see general details at the top of the timesheet.  

 

Below this, there is a link to show you the timesheet history which tracks any changes to the timesheet. 

 

Next, you’ll find the time entries, including shifts start time, end time, and breaks. 

 

And below that, you’ll find additional comments and the timesheet status. 

 

At any time, to return to the table, click the left arrow beside the Aleron logo at the top left of the screen. 
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Approving/Rejecting Timesheets 

From the Manage Timesheet table page, to approve time, you can check the box of each timesheet you are ready to 
approve (or check all boxes using the one in the header) and click approve at the top, or you can right-click each row and 
approve (or reject).  

 

 

If you reject, you will be asked to select a Rejection reason from the dropdown. We also highly recommend adding 
additional comments to provide as much detail as possible. 
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Customizing Your Manage Timesheets Table 

From the Manage Timesheets table, you can choose which fields to use as a filter, as well as which fields display as columns 
in the table. You can choose how the results are sorted and save that view for future use.  

To choose your filter options, click Adapt Filters. 

 

From here, you can choose which fields to use as a filter and click OK. 
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Next, click the Gear icon to edit your columns, sort, and group values by a common value (such as week ending date). 

 

To save this view, click on the caret next to the current view title (be sure not to click the title, as that will remove all the 
changes you’ve just made), and click Save As. 
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Here you will name your view and you have the option to set the view as default and/or apply automatically (so you don’t 
have to click Go each time you access the table). 

 

Video Walkthrough 

Click here for a video walkthrough of the above instructions. 

 

https://go.screenpal.com/quiz/cZjiogfnL

