TKO Electronic Timesheet User Guide for Staffers

To enter in your time through our Computerized Time Entry Module you must login to our eOffice application.  Open your Web Browser and in the address bar enter the following address www.alliedstaffing.com.  You will be requested to Login.

[image: image1.png]icant Login




 By clicking on this link you will be brought to the main applicant login page.  On this page you are required to enter in your Login & Password. Your Login & Password should have been set up by a Staffing Manager at our office.  If you have not received a Login and Password please visit one of our offices today.  You will be required to present photo ID to obtain your login.
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The Login will be your email address and at the Password  prompt please enter the password that was provided to you when you signed up for the Electronic Office.  Please note that the Password is Case Sensitive.
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Once you have logged in to your eOffice Account you will need to select Time Sheet Entry. Once you click on this link you will be brought to the list of Week-Ending that we are currently accepting electronic time for.
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From the Time Sheet Selection Menu you will be required to select which week you are submitting time for.  The middle week is the current week that we are paying for.  The bottom week is used to allow you to enter in a Timesheet from last week.

After selecting which week you will be entering time for, you will be presented with a list of jobs that you worked on during that week.  Please note that not every job you worked on will be a job that electronic time is accepted.  If your job is not listed you must submit a manual timesheet.  If your job is listed then you are permitted to enter in electronic time.
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Job Number Customer Name start Date
1890 MTV MUSIC TELEVISION 12/23/03
1082 MTV MUSIC TELEVISION VH1 03/26/02
12015 TV MUSIC TELEVISION /COUNTRY D1/14/04

EndDate  Status

12/31/05  UNSUBMITTED
03/27/04  UNSUBMITTED
01/23/04  UNSUBMITTED




From the above example you can see that you have three jobs that are eligible for electronic time entry.  You then can use your mouse and select which job you will be entering in time for.  For this example we will be entering in time for Job # 1890
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From the above screen you will enter in on a day-by-day basis the time you worked for each day.  Please note that the Time Started pull down list starts at 7:00 AM goes through Midnight and then back to 6:45 PM.  Additionally Time Finished starts at 3:00 PM and goes through Midnight, then goes onto 2:45 PM.
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You may enter in the time for each day.  One of the enhanced features we have included in our time entry module is a Save Button[image: image8.png]


.  This allows you to enter in your time each day and come back the next and enter in additional time.

(This is a sample of a completed timesheet)
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When you are done entering in your time for the week, we require you to do three things:

· Provide whether the Assignment has ended or is Continuing next week

· Check if you would like to receive a confirmation e-mail

· Check that you agree to our Terms & Conditions.  To view them click on the Terms & Conditions hyperlink

Once you have completed these requirements you can click on the continue button.  This will take your submitted time and calculate daily hours worked.  You will then be brought to the confirmation page.
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If you would like to make any changes to your timesheet select the “Go Back” button.  This will return you to the prior page where you can make any adjustments that are necessary. 

 If you would like a copy of your timesheet you may select the Print Button. This will display your timesheet as a PDF in Adobe.  This is the only time that you can make a printout of your timecard, unless you selected to receive a confirmation email.

Once you are sure that everything is correct you will select the “Process Timesheet” button.  This will send an email to your supervisor advising them that your time is ready for approval.  

If you go back to Time Entry you will now see that the status of the job is no longer “UNSUBMITTED”, but now will indicate “SUBMITTED”.  
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1890 MTV MUSIC TELEVISION 12/23/03  12/31/05  SUBMITTED

1082 MTV MUSIC TELEVISION VH1 03/26/02  03/27/04 UNSUBMITTED
12015 MTV MUSIC TELEVISION /COUNTRY 01/14/04  01/23/04 UNSUBMITTED




Your timesheet will go through several stages from here.  Once your supervisor approves your time you will see the status has changed to Approved.  If there is a problem and your Supervisor rejects your time, your will see Rejected.  If time is Rejected you and our Payroll Department will receive an email indicating there was a rejection.  Our payroll department will then work with you and your Supervisor to take care of any problems.

If you have any questions or difficulties during the entry of time or in the status of your time please call our payroll department at 913-428-2525 option 5 and they will assist you.
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