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1. What is E-Time? 
E-Time is an automated time collection and approval process.  Employees enter hours worked 
each week via the web or telephone.  Clients approve timesheets via the Internet on Mondays.   
 
Our system provides you a friendly and fully automated way to both approve timesheets.  We are 
confident it will save you time and effort in addition to enabling us to provide you with 100% 
accurate billing data. 
 
The new system: 
 

?? Groups all employee timesheets for a client (approving manager) into one, easy-to-
read online timesheet. 

?? Allows clients to approve or reject timesheets. 
?? Automatically totals the hours entered by the employee…there is no longer a need to 

be sure the employee didn’t make a calculation error. 
?? Eliminates the need to stay late on Friday evenings to approve paper timesheets. 
?? Automatically imports timesheet and approval information into our billing system to 

ensure 100% accurate billing! 
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2. How Will I Know I’ve Got Timesheets to Approve? 
 
Early on Monday mornings, clients responsible for approving timesheets will receive an email 
containing a link to the online authorization website and a password for that week’s authorization 
period.   Clients responsible for approving multiple employees’ timesheets will receive one 
notification email – not one email for each employee.  
 

 
 
 
 
 
 
 
 
 



 
Approving Timesheets Online 

Client Overview 

 

Page 5 of 17  

 
 
 
 

3. Logging On 
To review and approve timesheets, follow these steps: 
 

?? Click on the link contained in the email you received Monday morning.  The 
following login screen will appear.  Note:  Some Internet browsers, such as AOL require 
that you cut and paste the link into the browser’s address bar. 

 

 
 
 
You login by entering your email address and the password contained in your email.  Then 
click Login.  Please be aware that your password changes each week.  For security reasons, there 
is no provision for “saving” your password for future logins.  
 
 
3.1. What if I lose my password? 
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If for some reason you did not receive an email or accidentally deleted your email and 
password, you can click on the Send me my password link to request your password.  An 
email will be sent immediately to your email address containing the link to the online 
authorization site and your password for that week’s authorization period. 
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4. Timesheet Approval Page 
 
All timesheets entered will be displayed on the timesheet approval page.  You must approve or 
reject each timesheet before submitting this page.   
 

 
 
Once you have approved or rejected all timesheets, you must press Submit.  There is a 
submit button at the top and bottom right hand section of the page.  You must Submit the page 
for your approvals/rejections to be processed. 
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4.1. Click for Timesheet Details  

 
When viewing the Timesheet Approval page, a hyperlinked entry in the date column 
indicates that more timesheet details are available.  Click on the hyperlinked date to show 
more details for that employee’s timesheet.   
 

 
 

 
The resulting screen is shown on the following page of this guide. 
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The following screenshot reflects a pop-up box containing timesheet details.  The details 
pop-up box will display the start time, end time and time for lunch for any employee that 
entered time in that manner. 
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4.2. Entering Comments 
 

Whether approving or rejecting a timesheet, you have the opportunity to enter comments.   
 

?? If you are rejecting a timesheet, a comments box will automatically display.   You 
may choose from one of 3 pre-defined rejection reasons and enter customized comments 
about why you are rejecting this timesheet, or you may choose to just enter custom 
comments about why you are rejecting this timesheet.  Once the timesheet has been 
rejected, Encadria Staffing Solutions will be notified immediately by email.  Any 
comments you enter will be reflected in the email.  
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5. Confirmation Page 
Once you have approved or rejected each timesheet, you must press Submit.  There is a submit 
button at the top and bottom right hand section of the page.  You must Submit the page for your 
approvals/rejections to be processed.  An approval confirmation page will be displayed.   
 

Print this confirmation page for your records. 
 

 
 
 
Once you have submitted your timesheet approvals and printed your confirmation page for 
your records, you have completed the timesheet approval process.   Please call Encadria 
Staffing Solutions at 404-652-4012  if you have any questions regarding this process. 
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6. Preserving a Hard Copy of the Confirmation Page 
 
You have two options for preserving a hard copy of the confirmation page.   
 
6.1. Printing the Confirmation Page 
 

Step 1:  From your Internet Explorer browser tool bar, Select File and then select Print.  
A print options box will appear on your screen.   

 

 

Step 1 
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Step 2:  Press the print button at the bottom of the print options box to print a hard 
copy of your confirmation page. 

 
 

 
Step 2 

 
Note:  The steps are exactly the same in the Netscape browser.
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6.2. Emailing a Copy of the Confirmation Page to Another Party 
 

6.2.1. Internet Explorer Users 
 

Step 1:  From your Internet Explorer browser tool bar, Select File and then select Send.  
Another menu will then be displayed.  Select Page by Email.  (Do not select Link by 
Email.)   
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Step 2:  An email form will then be displayed on your screen.  Enter the email address of 
the person in your company that needs a hard copy of the approved timesheet and 
press Send.  (In most cases, this will be your accounting department.)  This person can then 
print the timesheet confirmation page or save it in their email folders for future reference. 

 

 
 

With this option, you can send the page to anyone that requires a hard copy of the timesheet.  
We recommend that you also copy yourself on the email. 
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6.2.2. Netscape Users 

 
If you are a Netscape user, you must follow different steps in order to email a copy of the 
confirmation page to other parties.  You will need to save the confirmation page onto 
your computer as an html page.  Then, you can attach it to an email and send it to another 
party.  The steps are as follows: 
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Next, you will need to save the file as an html file.   
 

 
 

Once you have saved the file to your computer as an html file, you can send it to anyone 
as an email attachment.   Remember to make note of where you saved the html file on 
your computer. 


