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Web Timesheet End User Instructions 

 
Please call 262-1871 with any questions about using Web Timesheets. 

 
 

1. To log on to Web Timesheet: 
 

A. Go to www.excelstaff.com 
 
 
 
B.  Left click on, or hover over,  
 Excel Employee  
 
 
 
C.  Left click on  Payroll Resources 

   
 
 
 D.  Left click on Web Timesheet 
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E. Enter your Login Name and Password. 
 

 
 
1. 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. 

 
2. The initial password is “password,” lowercase. After 

your initial login, you can change your password. 
 
 

  
 
 
 
 
 
2. To Change Password: 

 
A. After you log in, click  
  the Config icon 
 
 
 
 
 
 
 
 
 
 
 
B. Click Change Password 
 
 
 
 
 
 
 
 
 
C. Type current password 
D. Type new password 
E. Re-type new password 
F. Click Save 
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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 In 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 
sign to get a new line. Type 
the time you returned in the 
In box. When you leave for 
the day type the time in the 
Out box. Do this each day 
that you work. 

 
 D. Enter comments as  
  necessary. 
 
 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.  
 

  
 
 
H.  To submit time, click View Period at the 
bottom of the screen and review timesheet for 
accuracy. Edit as necessary by clicking on the 
day. 
 
I. When your timesheet is complete, click 
Submit at the bottom of the screen. 
 
  
 
 

 
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. 
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 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 Timesheet icon 
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. 


