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Completing Your Time Sheet

• Login into the Portal
• Click on My Tools
• Click on Hourly Timesheets
• Enter the Correct Time and Date
• Click on Add Punch



Log in to the Portal



Click on My Tools



Click on Hourly Timesheet



Enter Appropriate Time and Date 
Then Click Add Punch 



Click Edit to Change a Current 
Time or Date



Click Delete to Remove a Time 
and Date Punch


