Employee Time Submission



Employees enter time through the Employee
Portal.

igi.aviontego.com/portals

This is the same portal used to view paystubs
and retrieve W-2s.
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This is the landing page employees will see.

They will click on “Time Entry”. ITSOQU EST

Messages

Update Account

Welcome John Doe-TEST

Home | Personal Info |

Pay History | Time Entry |

This application uses pop-up windows. Please allow pop-up

Log Off

om your browser settings.

Current Assignments (1)
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Asg ID Customer Department Position Shift Start Date  End Date
. ITSQuest-
giagz  TPQuestRamIngton | ington | Admin/Office Asst 4/29/2020




This is the work week and assignment

selection page. o =) 63
bag ITS Of' = (4 w
. TAF ~L s
The current work week is default, but others totibs
can be selected.
If the employee is on multiple assignments,
those can be selected as well. L—\T .
= /7 Time Entry
Click the hyperlink in the Customer column - T
to move forward e S

Mon Submitted Timecards (1)

Rows Per Page
JeckEnd Assignment ID Customer Position Shift Total
Date
ITS t-Fi ton 420 . 3
05/17/2020 81473 ITSQuest-Farmington 420 | Admin/Office Asst 0

IT5Quest-Farmington #20




This is the time entry page.
Start and End Time are both 12 hour, am/pm.
Break Hours are in decimal.

Totals will automatically calculate as the
employees advance from row to row.
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Employee Detail

Employee: Doe-TEST, John

EmployeelD: 112409

Timecard Detail

Weekly Summary

= 05/11/2020 | 05/12/2020 | 05/13/2020 | 05/14/2020 | 05/15/2020 | 05/16/2020 | 05/17/2020 |_
s Monday Tuesday Wednesday Thursday Friday Saturday Sunday

Reg [0 a o] a o o o 0

Please enter your time below:

NOTE:
The "Save" button allows you to record your information and come back at a later date to submit your time.
The "Submit” button sends your time card information to your supervisor for approval.

Break

Apply|  Type | Date Worked| Day |5tartTimE EndTimE| | Hours | Total Note

O |ree 05/11/2020  Monday | | | | [_ood [ ood | |
O e osmpon st [ ][ ][ ool oo | |
O ks osyas/mom wednesiay [ ][] [ o0 o0 | |
[ fee  oseon msisy [ ][ ][ oo [ _osd | |
O e osaspono Faw [ ][ ][ ool [ oo | |
O ks ospemon sewsny [ ][] [ oo [0 | |
O fee  osazaon s [ ][ ][ ool [ou | |

Additional Items
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Time can be entered once at the top of the
column and applied to checked rows.

To do this, enter Start Time, End Time, and
Break Hours in the column header.

Next, check the boxes on the rows where this
time applies.
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Employee Detail

Employee: Doe-TEST, John
EmployeelD: 112409

Timecard Detail

Weekly Summary

T 05/11/2020 | 05/12/2020 | 05/13/2020 | 05/14/2020 | 05/15/2020 | 05/16/2020 | 05/17/2020 Total
ype Monday Tuesday Wednesday Thursday Friday Saturday Sunday

Reg (8 8 3 8 8 0 o 40

Please enter your time below:

NOTE:
The "Save” button allows you to record your information and come back at a later date to submit your time.
The "Submit” button sends your time card information to your supervisor for approval.

Break
(Apply|  Type Date Worked Day start Time | End Time Hours Total Note
[s:00am ]|[s00pm ||[ 100]

¥ |ree 05/11/2020 Monday  [s:00aM | [s:00em | [ 1oo] [ =od | |
¥ |reg 05/12/2020 Tussday  [B:00AM | [s00em | | vog| | s.00] || |
& |reg 05/13/2020  Wednesday [8:00AM | [s:00Pm | [ 1o0] | 8.00] | |
¥ |reg 05/14/2020 Thursday [s:00AM | [s00em | [ voo] [ =od] | |
W |reg 05/15/2020  Friday [s00am | [s00em | | oo | a.00] || |
O |ree 05/16/2020 Saturday | | | o.0g] | o.00] || |
[ |reg 05/17/2020 Sunday | | [ | [_ood|[ ood|| |
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Time can also be entered on individual days.
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Employee Detail

Employee: Doe-TEST, John
EmployeelD: 112409
Timecard Detail

Weekly Summary

05/11/2020 | 05/12/2020 | 05/13/2020 | 05/14/2020 | 05/15/2020 | 05/16/2020 | 05/17/2020

. Total
Monday Tuesday Wednesday Thursday Friday Saturday Sunday ot

Type

Reg [B 8 4 0 0 0 il 20

Please enter your time below:

NOTE:
The "Save” button allows you to record your information and come back at a later date to submit your time.
The "Submit” button sends your time card information to your supervisor for approval.

Break

(Apply|  Type Date Worked Day Start Time EndﬁmE| | Hours | Total Note

O |ree 05/11/2020 Monday  [3:00AM | [5:00pm | [ 10| [ =od] | |
[ |ee 05/12/2020 Tuesday  [o:00Am | [sooem | [ 1oo) [ mog] | |
[0 |ree 05/13/2020  Wednesday [10:00 AM] [2:00 M | [ 0.00] [ a.00] || |
[ |ree 05/14/2020 Thursday | | | [ oo [ ood | |
[ |reg 05/15/2020  Friday [ | | [ ood [ oog | |
O |reg 05/16/2020 Saturday | | | o.0g] | o.0q] || |
[ |reg 05/17/2020 sunday | | [ | [ oo [ ood | |
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The Save button is used to save the entry
before submitting for approval.

This allows the employee to return to the
timecard later without having to reenter
their time.
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Employee Detail

Employee: Doe-TEST, John

EmployeelD: 112409

Timecard Detail

Weekly Summary

T 05/11/2020 | 05/12/2020 | 05/13/2020 | 05/14/2020 | 05/15/2020 | 05/16/2020 | 05/17/2020 | _
¥ee Monday Tuesday Wednesday Thursday Friday Saturday Sunday

Reg B 8 4 0 [u] 0 il 20

Please enter your time below:

NOTE:

The "Save” button allows you to record your information and come back at a later date to submit your time.

The "Submit” button sends your time card information to your supervisor for approval.

Break

(Apply|  Type Date Worked Day Start Time EndﬁmE| | Hours | Total Note

O |ree 05/11/2020 Monday  [3:00AM | [5:00pm | [ 10| [ =od] | |
[ |ee 05/12/2020 Tuesday  [o:00Am | [sooem | [ 1oo) [ mog] | |
[0 |ree 05/13/2020  Wednesday [10:00 AM] [2:00 M | [ 0.00] [ a.00] || |
[ |ree 05/14/2020 Thursday | | | [ oo [ ood | |
[ |reg 05/15/2020  Friday [ | | [ ood [ oog | |
O |reg 05/16/2020 Saturday | | | o.0g] | o.0q] || |
[ |reg 05/17/2020 sunday | | [ | [ oo [ ood | |
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The Submit button is used to submit time for
customer approval.

ITS

STAFFING

= IV_\/ Time Entry

Time Entry

$ Eke

Employee Detail

Employee: Doe-TEST, John
EmployeelD: 112409
Timecard Detail

Weekly Summary

05/11/2020 | 05/12/2020 | 05/13/2020 | 05/14/2020 | 05/15/2020 | 05/16/2020 | 05/17/2020

. Total
Monday Tuesday Wednesday Thursday Friday Saturday Sunday ot

Type

Reg [B 8 4 0 0 0 il 20

Please enter your time below:

NOTE:
The "Save” button allows you to record your information and come back at a later date to submit your time.
The "Submit” button sends your time card information to your supervisor for approval.

Break

(Apply|  Type Date Worked Day Start Time EndﬁmE| | Hours | Total Note

O |ree 05/11/2020 Monday  [3:00AM | [5:00pm | [ 10| [ =od] | |
[ |ee 05/12/2020 Tuesday  [o:00Am | [sooem | [ 1oo) [ mog] | |
[0 |ree 05/13/2020  Wednesday [10:00 AM] [2:00 M | [ 0.00] [ a.00] || |
[ |ree 05/14/2020 Thursday | | | [ oo [ ood | |
[ |reg 05/15/2020  Friday [ | | [ ood [ oog | |
O |reg 05/16/2020 Saturday | | | o.0g] | o.0q] || |
[ |reg 05/17/2020 sunday | | [ | [ oo [ ood | |
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The Unsubmit button allows employees to ITS A
withdraw the timesheet to make corrections. Home

This button is only available before time is
approved by the customer contact.

= /y Time Entry -
1 Employee Detail
=

Employee: Doe-TEST, John
Time Entry EmployeelD: 112409
Timecard Detail

Weekly Summary

05/11/2020 | 05/12/2020 | 05/13/2020 | 05/14/2020 | 05/15/2020 | 05/16/2020 | 05/17/2020

Monday Tuesday Wednesday Thursday Friday Saturday Sunday et

Ty,

Reg (B 8 4 o (o] 0 o 20

Please enter your time below:

NOTE:
The "Save" button allows you to record your information and come back at a later date to submit your time.
The "Submit” button sends your time card information to your supervisor for approval.

Type DateWDrl(Ed‘ Day | StartTime | End Time ::ﬂ: Total ‘ Note
Reg 05/11/2020 |Monday | [8:00AM ||[s:00pm ||[ 100]|[  s.0q]
Reg 05/12/2020 Tuesday | [3:00AM ||[e00em ||[ 100]|[  sog|
Reg 05/13/2020 |Wednesday [10:00 M| [zoopm ||| ood [ aog
Reg 05/14/2020  Thursday | M [I/[ oo0d|[ ound
Reg 05/15/2020  Friday [ M [I[ oo0d|[  ood
Reg 05/16/2020 [saturday | | ||/ ond|[ ooq
Reg 05/17/2020  sunday | M [|[ oo0d|[  ound
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