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Aerotek Time and Expense User Guide

USING AEROTEK TIME & EXPENSE

Getting Started

You will receive a welcome letter with your go live date and other important information.

Go to this site to review the training modules

http://www.aerotek.com/Recruiting-Staffing/Workforce-Management/demo/
Once you have completed the training modules log onto the Aerotek Time & Expense site.

https://timeandexpense.aerotek.com/webtime/
You should have received your temporary username and password via email.  If you did not get that email please contact your Aerotek Customer Support Associate. Once you log on you will be asked to agree to our user terms and conditions, click “yes” to agree.

Next you will be asked to set up your account.  You will need to change your username and password.  Your username will be your email address and the password is your choice.  **Please note that the username and password are case sensitive. The next screen you come to will be your setup options.  On this page you can change your email address (this will also change your username to log in) and setup your email preferences.  Click “save my email preferences.”  

Important Information

Be sure to save this email address to your contact list.  It will ensure you receive all email notifications.  Timeandexpense@allegisgroup.com
To reset your password type in your username (email address) leaving the password blank and click on “Login” a link will appear that says I forgot my password and I want a new one sent to me.  Click on the link then type in your email address (username) then click “Send Me a New Password”   Your new password will be sent to the address you listed. 
For further assistance please call the help desk at 1-866-835-3915.  They are open 24 hours 7 days a week.

Time Entry
The timecard for the current weekending will automatically default. 
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Enter your time in hours and minutes for each day you worked and click “Submit for Approval” If you are entering your time one day at a time click “Save” then at the end of the week click “Submit for Approval.”
After you click “Submit for Approval” a confirmation screen will appear.  You will need to verify everything is correct and click “Submit” If you need to change something, click “Change” and you will go back to your time card.
[image: image2.png]2 Confirm icrosoft Internet Explorer.

He B Mew Favomes Iods teb &

Q- O HNE G| O forns @ - 2B Y EHE S ©
Seachtheweb | | Dsearch - | diess | ] it fimeandexpensedeme,alegsoraup.confwebtine/SubmitTimeConfirm, ot ieS2nacteD

TIMESEXPENSE

Home

Time Cards

Enter Expenses Name: Costanza,George

Week Ending 7/11/2009
Status Summary Employee ID: 02761890

AllTime Cards You are submitting your Time Card for approval.

Contact Reqular Pay (1%) : 32 Hours 0 Minutes
Information Overtime Pay (2X) : 0 Hours 0 Minutes

All Expense Total 32 Hours 0 Minutes

Reports
Press the "Submit butian below o complete the transactian.
Setup Options

Change Submit

Change Password
User Guide

Training
Simulations

View Terms
Logout

Help





After you click ‘Submit you will get the following message… Submitted!  Your time card has been submitted.

Your time has now been successfully submitted.  An email will go to your approving manager letting them know you have submitted your time and it is ready for their approval.  Once your manager approves your time you will get an email stating your time card has been approved or rejected.

Expenses
If you have expenses to submit click on “Enter Expenses” on the left tool bar.  You will come to this screen.
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You will need to enter the date the expense incurred, the requisition you were working on, the expense code, the amount, and a description of the expense.  You can also attach a copy of your receipt.  Once you have all the information entered you will click “Save Expense.” Repeat this step if you have additional expense items.

After you click “save Expense” this screen will appear. [image: image4.png]2 Expenses - Microsoft Internet Explorer.
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If you have no additional expense items and the information is correct click “Submit for Approval.” After you click “Submit for Approval” a confirmation screen will appear.  You will need to verify everything is correct and click “Submit” If you need to change something, click “Change” and you will go back to your Expense page.
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After you click ‘Submit you will get the following message… Submitted!  Your expense report has been submitted. Your expense has now been successfully submitted.  An email will go to your approving manager letting them know you have submitted your expense report and it is ready for their approval.  Once your manager approves your report you will get an email stating your expense report has been approved or rejected.
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