
Submit a Timesheet Please contact your agency with any questions.  

If escalation is needed your agency will contact 
Contract Labor Services.

Amend a Timesheet (Cont.)
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Edit the Hours, Project, Task, Cost Center, Pay Code, or 

Overtime Hours then click Save Changes followed by 

Submit for Approval.

Each week, you will login and select the date range for the 

Timesheet that you are entering by scrolling through the 

search box.

Scroll down and enter in your hours for each day worked. 

Then select  the Project, Task, Cost Center and Pay Code.

Click on the blue “+” box to enter in additional overtime 

hours Save Changes then click Submit for Approval.

Amend a Timesheet

Scroll through the work week timesheet list until you find the 

week’s timecard you want to amend by clicking on the up and 

down arrows.

Click on Edit Timesheet and then select Edit Timesheet again 

in the pop up box. 



Please contact your agency with any questions.  

If escalation is needed your agency will contact 
Contract Labor Services.

Amend an Expense
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Submit an Expense

Once logged into the Time system select the Expense tab

Click on “New Expense Voucher” to fill out necessary 

expense information…

…then select “Create New Voucher”.

Scroll down and fill out the necessary expense information, 

click Add Entry for every separate expense. Then, upload all 

applicable receipts via the Upload Attachment function.

Click Submit for Approval once the expense information is 

successfully inputted. (Note: you may click Save Changes and 

return to the expense at a later date.

Click on New Expense Voucher and select previously saved 

or submitted expense

Click Edit Voucher and a pop-up window will appear 

notifying you that you are about to edit your expense, click 

Edit Voucher again and make any necessary changes to 

your expense.

Click Save Changes and Submit for Approval once the 

expense information is successfully edited. 


