Web Timecard

PeopleShare Supervisor Process

TABLE OF CONTENTS

Web Timecard SUPEIVISOIr PrOCESS .....cviuiiiiiieii etttk ettt ettt anes 1
Email Only Approval - Approve Single Timesheet Via EMail......c.cccooiioiniiniiiniicceeeeeeies 1
Portal Status Notification DefiNitioNs .....c..ciiiieie ettt ee 2
Single Time Sheet Approval - Approve By Logging On To Our Customer Portal..........cccoeoeveiniinnenncinceee, 2
Group Time Sheet Approval - Approve By Logging On To Our Customer Portal ........cccooiieieieiiiiicicceee, 4
Group Timesheet - Customer Entry & Submission Of HOUIS ......cooouiiiiiiiiiii e 6
IS ettt et a e h et e b E e E e e h e E e Rt e e e e R e h e e h e R e h e e e e et et e e s h e a e sae e eaean 7
Main Page Options & DefinitioNS. .....couciiiiieiiie ettt ettt ettt ettt ee 7
MO NEETS: -ttt ettt bk ekttt bk ekttt b ettt bt bt 7
INVOICES & EMPIOYEES! ...ttt etttk ettt ettt ettt 8
BaCk OffiCe REPOIS: ..ottt ekttt ettt b ettt st 8
ACCOUNT MAINTENANCE! ...ttt bbbt et sae e e 8




Web Timecard

PeopleShare Supervisor Process

WEB TIMECARD SUPERVISOR PROCESS

WEBTIME is our electronic Portal System to enter, approve, and submit time!

Below are two options for Fast & Efficient Entry.

EMAIL ONLY APPROVAL - APPROVE SINGLE TIMESHEET VIA EMAIL

1. Employee will electronically update their hours by logging onto their WebTime Employee Portal.
2. Once their weekly hours are saved and submitted, Supervisor will receive an email from
webtime@peopleshareworks.com allowing to approve or reject.

3. If hours are rejected, employee will be notified via email.
o Employee can adjust hours, then resubmit for approval.
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TIPS:
e Ensure your account allows emails from webtime@peopleshareworks.com

e Emails can be sent to any email address of your choosing (professional or personal)
e If Associates are submitting their time and Approver is not receiving this email, please contact
Branch to assist



mailto:webtime@peopleshareworks.com
mailto:webtime@peopleshareworks.com

PeopleShare

Web Timecard

Supervisor Process

PORTAL STATUS NOTIFICATION DEFINITIONS

PAYROLL: READY FOR PAYMENT.

SUBMITTED: Employee has sent timesheet to Supervisor.

REJECTED: Employee’s timesheet was rejected by Supervisor.

APPROVED: Approved by Supervisor - not yet Submitted for payment.

PARTIAL: Mixed with more than 1 status code.
BLANK: Employee did not Submit timesheet yet.

Employee Portal: Open Timesheets Welcome, Nikki Trainee

Home Timesheets Reports Checks Tax Forms

Below is @ fist of opeh timesheets for your essignments. To wiew the tmesheet and enter your work hours, click amywhere an the raw.

SEleer brom [ ﬁ to I ﬁ | ‘Show Resulis | Below is o list of open timeshests for your assignments

POSITION

D200/2020 | Disney Word Customer Senvice 15t Shift- Tto 2 Judy Sehmoody

02022020 | Disney Workd Customer Senvice 15t Shift- Tto 2 Judy Schmoody AFFROVED

STATUS
NOTIFICATIONS

You Control The

SINGLE TIME SHEET APPROVAL - APPROVE BY LOGGING ON TO OUR CUSTOMER PORTAL

1. Supervisor Logs into Customer Portal. Link is available through:

>  www.peopleshareworks.com = Rl 300 > Customer Portal: Login

» Click Accept for the Customer Terms'

- Enter Customer Log-In

| usemame
[Fasawars
2. Supervisor chooses Timesheets Icon on Start Page:
> Customer Portal: Start Page Welcome. Alice Starliper m
(©) o
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3. Approve Timesheets by Employee & Choose employee’s name = Select Timesheet:

Employee: John Smith
Customer: ABC Company
I Timeshest for Week Ending: |  7/26/2020 s
: DATE 208 PO REPORT TO  DEPARTMENT TOTHRS EXPENSE APPROVED
Timesheets [w] ] [w] [iN]
Approve
> M Aljce OF00AM | 01:30 PM ¥
= 24227 i e ) 12.50
Approve Timeshests by p—— .o= . ﬂm - 0] O] Reee
Employee - - - -
Group Timesheet Approval ' 549475 Alice i LA L M L] 16.00 s
S Supenvisor B 0] [ 0] (0] P
Enter Time for Employees G100 | 0B00PM 1039 M .
Customer Timesheet Report & o Alica mw i mm _— m W rr—
{Hrs In/Qut) 242272 Supervisor E E ﬂ E 10.50 —
01:00 M 08:30 P e
Customer Timeshest Report
{Total Hours/Day) = = | ] =
LTI p— Alice 07:00 AM 5.00
Customer Time Entry for wnfo0 T Supervisor [ 0] O] [ 0] (0] "
Employees 12:00 PM
) E @ B @ ——
L P— Aee an
2 % ) 0.00
Superviso [ 0] [0} (0] —
[w] W] o ] P
Alice
42 < 00
Supervisor [ O] [ O] O] O] =
o ] [ ] [N
. Alice
s Supervisor [ 0] [ O] 0] T
Fagular 44:001
Timeshee 3

4. To Approve & Submit the entire week, Choose:

a. Approve All Reject All 1 | Submn Timesheet |

b. Once “Submitted”, Timesheet is sent to Customer Service for processing.
c. Supervisor can reject by day or Reject All.

i.  Timesheet will be returned to employee for adjustment and resubmission.
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GROUP TIME SHEET APPROVAL - APPROVE BY LOGGING ON TO OUR CUSTOMER PORTAL

1. Follow Steps 1-3 to access Portal & reach Timesheets Icon = Select Group Timesheet Approval:

2. Once in Group Timesheet:

e Choose correct “Timesheet for Week Ending”

e Approve Timesheets ONLY
o USE ONLY Gray Approve Buttons Hgahests

Approye TiInesnasts oy

Customer Portal: Approve Group Timesheets Welcome, Alice Supervisor (@iEeely Empiyes

Sros Imeshes T
Home Timesheets Involces & Employees Back Office Repors Job Orders Griap-TimeshEat Ahredie]

Emier Time for Empioyess
4 BACK
Salect 8 week-2nding date 1o ApRIoVE and/or neject Individual ume-shests, of 10 Bpprovie and'or reject in batch Customer Timesheet Repaort
{Hrs InOut)
Timeshaet for Wesk Ending: | | 7/26/2020 — |
xaa Customer Timesheet Report
(Torial Hotre'Day|

Customer Tene Entry Tor

Emplayess
EMPLOYEE RERORT TD DEPARTMENT REG ot DT HOL WAC BExp APPRCVED
Erica Danzhesper Alice SupenyEor 31.00 000 0.00 DD 0.0 00D ;';'EG |
Samantha Gardner - Alice Superyvisor 35.00 0.0 0.00 0.00 D.00 0.00 Rega |
Jennifer Leese Alice Supenvisor 1500 400 0.08 .00 .00 .00 Reedt |
Rahbin Mayers Aliee Suporvisor 3B 00 000 0.00 0.00 0.00 0.0D ADDIOVE Reea |
Tina Rickran Alice Supervisor 2800 0100 000 0.00 .00 0.00 Aporove - (Il Rewa i
Camtran Thach | Allce Suporvisor 4000 000 000 000 000/ 00D Appreve Reiect |
Sydniey Vilking Alice Supervisor 32.00 Q.00 0.00 0.00 o.00 0.00 Aopiove Remct :
John Smith Alice Ssapervisar 4000 400 0.00 o 0.00 0 Approve Rege |

Approved BY: | AliceSup@abocompany.com Approve All § Reject All

e Use ONLY GRAY Approve Buttons

o Reject Buttons = Timesheet will be LOCKED and Rejected

o Blue Approve All = Even 0 Hour Timesheets will be sent for submitted for Payment
¢ If incorrect hours are found during on this screen:

o If Associate enters hours - reject in “Approve Timesheet by Employee” screen

o If Client enters hours - edit hours as originally entered

e If Associates are entering and submitted timesheets for approval, and timesheets are approved/
submitted by “Group Timesheet Approval” - the timesheets will NOT be attached to the invoice
o Timesheets will only be included with invoice by using “Single Timesheet Approval”
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SINGLE TIME SHEET - CUSTOMER ENTRY & SUBMISSION OF HOURS

1. Supervisor Logs into Customer Portal. Link is available through:
> www.peopleshareworks.com > ETTRINSITTEIN VM > Customer Portal: Login -~ = Enter Customer Log-In

Hlanze

» Click Accept for the Customer Terms'

2. Supervisor chooses Timesheets Icon on Start Page:

Q. | Customer Potal Siart Pege Walcame, Alce Staipe

6| B B 8

2

Timesheets

v

3. Select “Customer Time Entry for Employees™:
a. Once accessed:

. Sroup Timeshest Approval
b. Choose correct dates for “Timesheets from” & correct "Report To": P
Emter TIme for Employess

Timesheets from [0-5.-05.'2615 i o [03'112.-'2025 Bi| | Show Resuits

Customer Timesheel Report
Repor To Aice Supervisor i HrE Iout

Customer Timeszheet Regart
{Total Howirs/Day|

c. Choose correct employee name.

Customer Time Entry for
Employess

4. Enter Hours for each day.

Employee; John Smith

5. Once Total hours for the week are
Customer: ABC Company

entered, Save & Submit Timesheet.

Timesheet for Week Ending:  7/26/2020

a. Supervisor can enter each
day and “Save” until ready
to be “Submitted”.

b. Time must be Submitted for OTHERHOURS DATE N ouT N ouT N ouT IN our I'IﬂJ‘RS STATUS

employee to be paid. donin - 040

+ MORE 0.00

it 0.00

M 0.00

LM 0.00

$MORE | gonium0 ‘ 0.00

+MORE | os-u:?gr:c |l . [ ] 0.00

Submn Timesheet Save Timesheet Save & Close
Hours Totals:

Regular 0.00
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GROUP TIMESHEET - CUSTOMER ENTRY & SUBMISSION OF HOURS

1. Follow Steps 1-3 to access Portal & reach Timesheets Icon & Select “Enter Time for Employees”:

2. Enter Time for Employees:

e Choose correct “Timesheet for Week Ending”

e Select Job Order Number
e Fillin Group Timesheet

o Enter Total Hours for the week for each employee listed.

Customer Portal: Group Timesheet

«BACK

1 Timesheet for Week Ending: | 7/26/2020 -

2 select Job Order Humber

Export to Excel

Select ABC Company Call Canter
Salect ABCCompany Call Canter
Selact ABC Company Call Canter
Salect ABC Company Call Canter
3 Fill Group Timesheet

Job Number: 289979 Client Name:
Report To: Alice Supervisor Position: Cal
EMPLOYEEZ  LASTNAME PRST NAME REPORT TO DEPARTMENT
430802 Samantha Karen Mentzer |3
347630 Jennter E!
08190 Jobn &
12090 Tomars Kanen Mentzer | =

Welcome, Alice Supervisor

Home Invoices & Empioyees | Back Offce Repars Job Ovgers

Please emer weekiy hours for all empioyees, for all jobs listed below.

Posr TODATE
oeTi2010
—
ABC Company
Center

REGULAR OVERTME DELTME  HOUDAY —VACATION

500 0.00 000 000 000 |
800 0.00 0.00 ] 0,00 i 0.00 |
0,00 a00 || oo 1 oo | [ om0 |
000 ’ 000 i 000 i 0.00 1T 0.00 |

3. Choose “Save Changes” once all hours are entered.

4. Repeat steps 2 - 3 for each Job Order as needed until all Timesheets are filled.

5. Once complete select Group Timesheet Approval from the Timesheets dropdown—"|

to Approve and Submit Hours

e Review details of Group Timesheet Approval instructions

©

Timesheets

Approve Timeshests by
Employse

Srowp Timeshest Approval

Emter Time for Employess

customer Timesheet Report
{HrS In'Out)

Customer Timesheet Regort
{Total Howrs/ Dayj

Customer Time Entry for
Employess

©

Timesheets

Approve Timeshnests by
Empioyese

Enter Time Tor Employess

Customer Timeshegt Repart
fHrs ImOwt)

Customer Timezheet Regort
{Total Howirs/Day|

Customer Time Entry for
Employess
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TIPS

A verification window will NOT display once hours have been approved

Group Submissions and Approvals will not include an attachment with the
invoice

Customer Timesheet Report will provide supporting documents

MAIN PAGE OPTIONS & DEFINITIONS

Customer Portal: Start Page Welcome, Alice Supervisor (iieeell

Please select one of the foliowing options to access your customer information

R E

Timesheets

=
=

Job Orders

Invoices & Employees Back Office Reports

Find Job Ongers

Approve T r‘ﬁiﬁ": by Find Involces Temp Hrs Worked by Empioyes ARrERrt Mskenance e
Empicyee
View Open Involces Ciient Blling Report
Group Timeshest Approva
List Working Emplayses Client Blling Report by Purcnase
Enter Time for Employess Order Number
List Total Hours Biieg
Customer Timesneet Report Client Billing Report by Bill
{Hrs InfOut) Depanment
Customer Timezheet Repot  :zopleShere « 100 Springhouse Dr Suite Crent Bliling Report by 5-1400
{Total Hours/Day) MonthiYear

Customer Time Entry for

Employees

Timesheets:

e Enter Time for Employees: Allows the Supervisor to enter hours by day vs. by weekly total.

¢ Group Timesheet Approval: Allows Supervisor to approve groups.

o Enter Time for Employees: Allows Supervisor to enter time for employee(s).

e Customer Timesheet Report (Hrs In/Out): Produces past approved timesheets including clock in/out

times.

e Customer Timesheet Report (Total Hours/Day): Produces total hours by day (excluding clock in/out
times).

e Customer Time Entry for Employees: Allows Supervisor to enter hours by day for employees and
submit.

o Includes clock in/out option.

o Supervisor can Submit Timesheet immediately.
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Invoices & Employees:

¢ Find Invoices: Ability to search All invoices (paid and open).
¢ View Open Invoices: Report showing all unpaid invoices.

¢ List Working Employees: Report showing all working staff.
¢ List Total Hours Billed: Report showing total hours billed.

Back Office Reports:

e Temp Hrs Worked by Employee: Produces summary of hours by each employee.
¢ Client Billing Report - various ways to view Billing History:

¢ Client Billing Report

¢ Client Billing Report by Bill Department

¢ Client Billing Report by Month/Year

Account Maintenance:

¢ Update Username & Password

Job Orders:

¢ Find Job Orders: View Job Order status (ex: filled, completed, canceled).
e Also able to view candidates attached to each Job Order

TIPS

o Employee Time is rounded to the quarter hour.
e Farliest a Timesheet is available in WebTime for the current week is Tuesday.
o Employee and Customer receive status notifications. If notifications are not being received, please

contact Branch to assist.
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