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Staffing Solutions, LLC 
Employee Online Timesheet
Walkthrough

Once you have been provided your username and password, simply point your browser to the online timesheets site URL:  https://www.bwsionline.com/StaffingSolutions/Employee
[image: image14.jpg]



1. Input your username and password into the appropriate fields.  You will notice that the Log In button is still disabled.

2. You will need to click on the I Accept Login Terms and Conditions checkbox to enable the Log In button.  To view the login terms and conditions, simply hover your mouse pointer over the login terms and conditions checkbox as shown below:
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1. Click on the I Accept Login Terms and Conditions checkbox to enable the Log In button as shown below.  Click on the Log In button to login using your username and password.
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Provided you specified the correct username and password as provided by your employer, you should be able to select an option from the Timesheets menu.  In the event that you receive an invalid login message, verify the username and password you input and try to login again.  In the event that you still receive an invalid login message, please contact your employer for further assistance.

Timesheets Menu

The Timesheets menu has several options, which are defined below:
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· Add New:  This will allow you to create a new timesheet in the system.

· Unsubmitted:  This will allow you to view all the unsubmitted timesheets in the system.  An unsubmitted timesheet is a timesheet you have entered or partially completed that has not been submitted for approval.  

· Submitted:  This will allow you to view all the submitted, but unapproved timesheets.  A submitted timesheet is a timesheet that you have submitted for approval to the designated job contact.  You are unable to edit a submitted timesheet for any reason.

· Processed:  This will allow you to see all timesheets that have been processed in the system.  You will be able to input a date range to view processed timesheets.  Processed timesheets include all timesheets in the system from any method, including online, timesheet adjustments, and manually entered or imported.  You can use this option to see if your employer has received and processed your timesheet for the week, for example.

Add New Timesheet

To create a new timesheet in the system, select the Add New option from the Timesheets menu.  You will see a list of the assignments that are active as shown below:
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Note that the above example shows an employee with numerous assignments; however, the vast majority of employees will only have a single active assignment displayed as they are only assigned to one active assignment at a time.  Select the assignment for which you wish to create a timesheet and then select the Create Timesheet link on the far right-side of the list.

You will now see the Timesheet screen, where you can enter your daily hours as well as any comments related to the timesheet as shown below.  Note that only your employer will be able to view your comments; no one at your assignment will have access to these comments. 
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You can also note that this timesheet is your final timesheet for this assignment, which is critical to informing your employer that you are available for another assignment.  

Note that this assignment is also denoted that it will accept web timesheets.  There are some instances where your assignment does not accept web timesheets and upon submitting the timesheet, you will be prompted to print out the timesheet and have it signed by your supervisor.  You will then need to send this signed timesheet to your employer exactly as you would if you were utilizing a paper-based timesheet.  For assignments that accept web timesheets, an email will be sent to your designated supervisor when you submit the timesheet for their approval.  The supervisor can then approve or reject your timesheet exactly as they would do with a paper-based timesheet, and your employer can then process it as per their policies and procedures.
To enter your hours for the week, simply select the payroll code for which you wish to enter hours and click on the Edit link at the far right side of the grid.  You will be presented with an entry window as shown below:
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Note that the hours are entered on a daily basis, with the dates being based on the week-ending date.  Check the week ending date and change it if necessary.  Remember that we use Sunday as our week ending date. Exactly as you would do with a paper-based timesheet, specify the hours you worked for each day and then click on the Update button to update the hours in the online timesheet system as shown below:
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Do not enter Vacation or Holiday hours.  These  hours are entered by Staffing Solutions and should not be entered by you on-line.
Once you have completed entering the hours for the week, you will have several options utilizing the buttons on the right side of the screen as follows:

· Save Timesheet:  This option will save the timesheet, but not submit it for approval.  The timesheet will be accessible via the Unsubmitted Timesheets menu option.  Saving a timesheet like this is helpful in the event you wish to enter your hours worked at the completion of each day; you can then return to your timesheet via the Unsubmitted Timesheets option to update your hours as needed until you elect to submit the selected timesheet.

· Cancel:  This will abandon any changes to the timesheet, but not any hours you may have entered and updated.

· Print Timesheet:  This will save the selected timesheet (exactly as if you had selected the Save Timesheet button) and present you with a printer friendly format as shown below.  In the event that your assignment does not accept web-based timesheets, this is also where you will be taken when selecting the Submit Timesheet option so you can print timesheet and get it signed for approval of your time.
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· Submit Timesheet:  This option will submit the selected timesheet, preventing you from making any further changes or updates to it.  Print your timesheet before submitting it.  Once you have submitted your timesheet you will not be able to print.  A printed copy must be used to correct errors if your timesheet is rejected by your supervisor.  The timesheet will be viewable via the Submitted Timesheets option until it has been processed by your employer.  If your assignment accepts web-based timesheets, an email will be sent to your designated job contact(s) informing them of the need to approve your timesheet.  If your assignment does not accept web-based timesheets, you will be prompted to print the timesheet and have it signed for approval.
Unsubmitted Timesheets

The Unsubmitted Timesheets option will display the timesheets that have not been submitted and are incomplete.  When selecting this option, you will see the timesheets that you have not submitted and have the option to edit or delete them using the links at the far right of the list as shown below:
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Processed Timesheets
The Processed Timesheets option, as has been previously outlined, will allow you to see all processed timesheets in the system, regardless of how they were entered.  Upon selecting the Processed option from the Timesheets menu, you will see a screen similar to the one shown below, with the previous month’s timesheets displayed:
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If you want to view the timesheet line items/hours, simply click on the arrow on the left side of the timesheet to expand it for viewing as shown below:
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If you wish to view timesheets for a different date range instead of the previous month, simply enter the desired start and end dates into the fields provided and click on the Search button.  You can also print the list of processed timesheets utilizing the Print button.

Logout

You should always logout of the online timesheets system as a security precaution when you are done utilizing it.  While the system will automatically log out after a certain period of inactivity, it is good practice to log out of any system when done.  Logging out of the online timesheet system couldn’t be simpler, as all you need to is click the logout button located below the system welcome message as shown below:
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Simply click the red logout button and the system will return to the login screen ready for the next user (if at a public terminal) or you can close your browser.
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