
Quick Start Guide
Adding a Timesheet 

Step 1 - Click on “Add Timesheet” button1

Log into the portal, and 
choose the correct pay 
period. 

If the PCA or Consumer/Surrogate logs into the portal but does not see  
a timesheet or the PCA or Consumer’s name, they’ll need to create a 
timesheet manually. Follow the steps below to create a timesheet: 
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If there are no timesheets listed 
or the PCA or Consumer’s name 
is not visible, click on the Add 
Timesheet button.



Step 2 - Fill Out Required Fields

Fill out all the required fields on the Add Timesheet pop-up window:  

1. Consumer or PCA depending on who is logged in
2. Select a Pay Period from the drop-down menu
3. Choose Consumer Enrollment (available only for some users)
4. Click the Save button
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Step 3 - Add a Shift3
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You can now create a Timesheet.

View the Create a Manual Shift guide for help with adding shifts. 

The new timesheet will appear under the correct pay period.

To add a shift click on the edit button      under the Action column.

Edit button


