Time Sheet Reporting Procedures
Salaried Staff
Log into TimePlex using your assigned user name and password.
Select Log Time from the main screen.
[bookmark: _GoBack]Fill in the details as appropriate.
Click Submit when you are finished.

Contractors
Complete the TimePlex PDF form. Ensure that all fields are filled in.
E-mail the completed form to billing@acmewidgets.com. 
Print a copy of the form for your records.

