
TIME TRACKING AND CONTROL SYSTEM



Worked Hours during a Regular Week 

You will receive an email to your personal account  with the following information: 

- Username
- Password 
- Link of the system

Click on the link below and
go directly to the Login Page.



Once in the Login Page, you may Login with your credentials. 



Click on the “Timecards” Button Header



To add your time click the Add Timecards button near the top 
of the screen. This will open a window where you can record 
the hours that you worked that specific day.



To add your Timecard please make sure to select the correct week 
ending Sunday.  This will apply  every time you register your time.

Once you selected the end date (Sunday date) of the period worked 
you will see the columns with the days and dates where you can 
register the hours that you worked each specific day. 

1. Select the Date on the Calendar



Next, Please click on the lens icon and select the name of your Assignment under the Assignments pop up Menu.

2. Select an Assignment



3. Record the Daily hours worked.

You will have to record the time you showed up to work, the 
times you left and returned for your meal break, and the 
time that you leave at the end of the day for each day 
worked. The system will automatically total the hours 
worked per day and per week. 



If you require extra meal break lines you can press the  +Break button and 
these will appear for you to enter the time left and the time returned for 
these breaks.



Once you are finished for the day click on the Save button. This 
will save your entry so you can go in the next day and update 
the time worked. 

4. Save or Submit.



4. Save or Submit.

When you are finished entering time for the week you will 
press the Submit button. This will submit your timecard to 
our payroll department for approval. Your status will 
reflect submitted once this has been completed. 



In case you need to register Sick Time, 
• Click on the notes icon after you enter the number of sick hours you are using (Example: 8) 
• Notes box will open – Enter a note to specify that these 8 hours are designated as Sick Time hours
• Click anywhere off the notes box and it will disappear. 

• You may review any notes entered for the week by clicking on                                                                 
Notes Icon                     on the right side of timesheet. 



Summarizing 
• Select the Date on the Calendar.

• Select an Assignment.

• Record the Daily hours worked.

• Save and Submit.



THANK YOU
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