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INTRODUCTION
We are excited to unveil our new software to you! The following documentation will summarize the new
capabilities you’ll enjoy with our eConnect Web Portal

eConnect was designed to grant you, our employee, the ability to enter timecards via the internet and receive
Supervisor approval for those timecards. You receive automatic email notifications during each step of the
timecard approval process so that you have up to the minute information any time you need it. Additionally you
are able to view your assignment history with us as well as your paycheck history. eConnect allows you to access
the information you need when you need it.

eConnect uses Secure Socket Layer (SSL) certification features for your protection throughout the application, so
you can rest assured that each and every function it performs will not jeopardize your security.

Do not hesitate to call us with any remaining questions or comments about what you read below and how
eConnect will positively impact employment with us.

EMPLOYEE REGISTRATION
You will receive a Welcome email from us inviting you to register for the eConnect site. After you receive the
Welcome email they may register anytime; day or night. When you click on the link in the Welcome email you will
be brought to the eConnect registration page.
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You are given the opportunity to select a Login ID. eConnect will suggest some possible Login ID’s using your
email address and name combinations. You may select one of the suggested ID’s or may create your own using up
to 75 characters.

Next you will select your password. The password may be up to 15 characters.

Step 3 asks you to agree to our Terms of Service. You must read and agree to the Terms of Service before you may
complete your registration.

The last step is to click the Register button. After you click the Register button you will automatically be brought to
the main eConnect page.

CONFIRMATION EMAIL

After you have registered for eConnect, you will receive a Confirmation email. This email will confirm that you
successfully registered and will remind you of your Login ID and password.

ACCOUNT INFORMATION EMAIL

If you forget your eConnect login and/or password you may request that the information be sent to you by
accessing the eConnect site, and clicking on the “Forgot Account Sign In?” link. After you click on that link you will
be brought to the Account Maintenance page where you will be asked to enter in your email address. Click the
Retrieve button.
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You will receive an Account Information email which will contain your Login ID and password.

TIMECARD ENTRY
Some of the Assignments you work on for us may be eConnect timecard assignments. If you are on an eConnect
timecard Assignment you will be informed of this fact when you are given the details of the Assignment from us.
eConnect timecard assignments allow you to enter your timecards via the eConnect site.

To enter an eConnect timecard you will need to first log into eConnect using your Login ID and password When you
first log into eConnect the following window will display:
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This window informs you of the status of all current timecards, provides you with a link to edit any timecards that
you have entered but not yet submitted, or you may create a new timecard here.

CREATING A NEW TIMECARD

To enter a new timecard you will go to the section at the bottom of the screen titled “New Web Timecard”. There
are two drop down fields to select from; Assignment and Weekending.

Only Assignments that are associated with Customers of ours who have indicated a desire to use the web timecard
offering will be available to choose from in this field. After you select the specific Assignment, the Weekending
Date field will populate with ONLY the Weekending dates for that specific assignment that you have not previously
entered timecards for.

After you have selected the Assignment and Weekending, click the button. You will be brought to the
timecard entry window. Different assignments you work for us may have different timecard collection formats The
collection format is selected by each of our customers. You can then begin to enter your time into the timecard.


