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Time Tracking for Dynamics 365 
Project Service Automation

Time Tracking for Dynamics 365 Project Service Automation 
extends the time and expense tracking functionality of Dynamics 
365 Project Service Automation. It  allows employees to track 

have been assigned. 
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Manage Time Entries
is calculated automatically and cannot be edited.

Create a Time Entry
1. Go to Project Service > Tracking.

2. Select the desired time frame in the calendar by clicking and 

menu and choose Create new Time Entry.
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required details in the form on the right. Create the time entry by 
clicking Save.
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Submit a Time Entry 
1. Go to Project Service > Tracking.

2. Click Submit.

3. Select the entry you wish to submit via click. You may select mul-
tiple entries at once by holding the CTRL key. Click Submit at the 
bottom right corner of the screen.

The status of the selected time entries will change from ‘draft’ to 
‘submitted’. These entries can no longer be edited (the status icon 
will change from a pen to a lock).
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Recall a Time Entry
1. In case a time entry was submitted mistakenly or you want to 

Recall. 

2. Select one or multiple time entries you wish to recall and choose 
Recall at the bottom right corner of the dialog windows. The se-
lected entries will return to the draft stage and may then be edited 
again.
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Expenses

Taxi.

Create an Expense
1. Go to Project Service > Tracking.

2. Select the desired time frame in the calendar by clicking and 

menu and choose Create new Expense.
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the required details into the form on the right. Create the ex-
pense by clicking Save. 

Submit an Expense
1. Go to Project Service > Tracking.
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2. Click Submit.

3. Switch to the Expense -
lect those you wish to submit via click. You may select multiple 
expenses at once by holding the CTRL key. Click Submit at the 
bottom right corner. 

The status of the selected expenses will change from ‘draft’ to ‘sub-
mitted’. These entries can no longer be edited (the status icon will 
change from a pen to a lock).

Recall an Expense
1. In case an expense was submitted mistakenly or a submitted ex-

Recall. 
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2. Select one or multiple time entries you wish to recall and choose 
Recall at the bottom right corner of the dialog windows. The se-
lected entries will return to the draft stage and may then be edited 
again. 



Contact

For questions, wishes or feedback, please contact us via 
support@proMX.net or the below details.

proMX AG
Nordring 100
90409 Nuremberg
Germany

E-Mail: contact@proMX.net
Phone: +49 (911) 81523-0
Fax: +49 (911) 239804-20

proMX.net


