Web Timesheet End User Instructions

1. To log on to Web Timesheet: e‘Ycel Your source for the
Santa Fe, Los Lun

A. Go to www.excelstaff.com A . 50 9000
STAFFING COMPANIES

B. Leftclick on, or hover over,
Excel Employee

C. Left click on Payroll Resources

Excel Staffing is not just an
company in New Mexico. Fi
labor force to a wide range «

CLLUCTE  Payroll Resources

Below you will find links to Excels onine timecards, onine timekesping program — Wsb
Timeshest, and the Global Cash Card Frequenthy Asked Questions (FAQs).
“You can print a blank timecard by clicking on the link. You can return your completed

Informatio 5 ) )
nformation timecard to Excel by one of the following methods: i Emp.fﬂyer Luuking for a rewardingj

=1 s [ lyE T M Once you complete our app
IS T[T 2 Scan and e-mail to payrol@excelsts i com; timE-, part_timE-, tem porary o
knowledge of the local mark

Employer

3 Drop of f your completed timecard at one of our convenient lecations:
. We «
Albuguergue Uptown - 1700 Louisisns Blvd. NE Ste 210 = - 5 Execel v Es
! n
R — . 2 : m
Albuguergue Westside - 5320 Riverside Plazs Lane NW Suitz 175
= E pfﬂjf&e Payroll Resources
Aluguergue Uglown ) ; i
1700 Loutsiang NE. Ste 710 Santa Fe - 3500 Cemillos. Road, Suite 305 A .
ARUGUETGUE. NM §7110 Ly = Resources

Fhome: 505 362 1871
=

T 1]
T — IMPORTANT: WE MUST RECEIVE YOUR TIMECARD BY 7:00 AM. TUESDAY FOR Wh E_th

er you're looking for ¢

. =f==% | YOUR PAY TO BE DEFOSITED BY THURSDAY. Timecards received after T:00 am. wil Albuguergue Uptown
=0 ‘mﬁmﬁ:ﬁﬂ'ﬂm:ﬁ“ \?E:;;J be processed the next week. Unsigned timecards will delay your pay.  Aherations will void N q I'CI P

Prone 5053431414 the timecard. In case of anemor, fill out 2 new timecard. 1700 Louisiana NE, Ste 210 Emp|0‘y"EEE, our resourceful
Los Luns s Beien A'h”q”f’“_l”e- NME7110 1 screened and qualified pe

e oo | 1. Excel Staffing Timeeard - for use by employees placed by Excel Staffing and Excel Phone: 505.262.1871 combination of locally focus
Prone: 505,262 1871 Manufacturing and Light Industrial Please chobse from the formats balow to open the

Exccel Staffing Timecard
SanizFe
2600 Cerilos R, Ste 3054 Excel Staffing Timecard - Microsoft Excel format

Sanfa Fe, MM 87507
[Phomec 505 985 8577
Excel Staffing Timecard - .FDF format. The .PDF version is provided in Adobe®
Acrobat™ (PDF) format The Acrobat Reader, which is available free from Adobe®, is
required to view and print PDF files.

2. Excel Technical Staffing Timecard - for use by employess placed by Excel
Technical Staffing Please choose from the formats below to open the
Excel Technical Staffing Timecard,

D. Left click on Web Timesheet

Excel Technical Staffing Timvecard - Microsoft Excel format

Exeel Technical Staffing Timecard - .FDF format. The JFDF version i
Adobe® Acrobat™ (PDF) format The Acrobat Reader, whi wailable free from
Adobe®, is required to view and print POF fi

3. Web Timesheet - Some tomers utilize our onine timekesping system which
allows the electronic submittal and approval of timeshests. You will be notified if you ars
placed with 3 customer that utilizes this system. This system is password protected.

4. Global Cash Card FAGs — The Global Cash Card is available from any of our of fices.
once you begin an assignment. This pay option sllows you to receive your pay safehy
and convenienthy. It gives you sceess to on-ine tools and services to help make your
mwoiney work: for youw Fer more information regarding your Global Cash card please click
on the link sbove
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E. Enter your Login Name and Password.

Web TimeSheet Login

€¥Xcel

A TR 150 o000 ||

2. To Change Password:

A

B. Click Change Password

nmoo

. After you log in, click
the Configicon

Type current password
Type new password
Re-type new password
Click Save

Your Login Name is the first initial of your first name
and your full last name as one word, lowercase. For
example Susan Smith = ssmith.

The initial password is “password,” lowercase. After
your initial login, you can change your password.

| STATFING COMPANIES |8

TIMESHEET i3] Apr 27, 2009 - May 3, 2008
| Due Date May 2, 2009
Apr, 263
I M T WTF §
Jilz]z]4]

STAFFG COMPANIER

CONFIGURATION

Preferences
Change E-Mail
Change Password
Substitute Users

Change Password

CONFIGURATION ¥

Change E-Mail Current Password * | |

Change Password

A 4

New Pa; | '-‘ |Passwm’d must

* Required Fields
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2. To enter and submit time.

A. The system brings up the current day. The arrows next to the date will take you to the
next or previous day. Days can also be selected by clicking on the calendar to the left.

B. Type the time you arrived in the /n box and the time you left for lunch in the Out box.

C. Upon return from lunch,
click the icon that looks like

a piece of paper with a plus R ATestser RENN
sign to get a new line. Type B Ot Dote Jan 21 2007 Overime Hours 0.00
the time you returned in the S - Jaf;ngfaffw -
Inbox. When you leave for In Out | Hours E
- - 5%’ ® 9 800am| & 1200pm | 400 [Test  [v]
the day type the time in the oz IETEETRD |
Outbox. Do this each day
that you work Wating for Approval [ |
- Approved
R::ected‘-
D. Enter comments as S
necessary. Loges . otot v
E. To delete a line, click on the /
icon with the red “X.”

F. To edit a line, click in the appropriate box and retype.

G. Click Save at the bottom of the screen.

s | T 17 o ¢ o ,ﬁ i i i } .
R Period In View ottt H.  To submit time, click View Period at the

T DOttom of the screen and review timesheet for
| oot i20om 400K Tech s accuracy. Edit as necessary by clicking on the
= ‘1r.‘El].U:lmSUUam ;'Uul;KTech Atest day_
Saturday, Jan 13, 2007
Total 0.00
Sunday, Jan 14. 2007 . . .
RSP | Toia! om I. When your timesheet is complete, click

Approved Monday, Jan 15. 2007

Refctea ., ot -0 Submit at the bottom of the screen.

. Tuesday. Jar T
Logged in: auser
Jan 12, 2007 Total 0.00

Wednesday, Jan 17. 2007

("= Print —J-—= Submit -
Powered N Mmachaat

J. Once the timesheet has been submitted, no further changes can be made. If you discover
a mistake after submitting a timesheet, call your Excel supervisor at 262-1871.

04//09



A Timesheet Status message at the bottom of the screen will let you know whether your
timesheet is waiting for approval or has been approved.

If your supervisor sees an error on your timesheet, he or she will reject the timesheet and
enter a comment. You will know if your timesheet has been rejected when the 7imesheeticon

at the top of the screen is red. Make any corrections necessary and click on the Resubmit but-
ton.

IMPORTANT! If your timesheet is approved AFTER 7:00 a.m.
Tuesday morning, inform our payroll department at 262-1871
or payroll@excelstaff.com.
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