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Salaried Staff
Log into TimePlex using your assigned user name and password.
User Name: FirstName_LastName
Password: Chosen by you during orientation
Select Log Time from the main screen.
Fill in the details as appropriate.
Employee ID
First Name
Last Name
Time Period
Hours for each day entered into the correct box
Click Submit when you are finished.

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

