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Electronic Time Card 

Client Procedures Summary
· Go to DavidWoodPersonnel.com, on the Home Page, select Client Login from the Client Login drop down menu

· Scroll down and click on the “Enter the Client Portal” button
· Electronic Timecard Agreement appears.  Scroll down and click on the “Continue to the Client Portal” button
· Click on YES at the Security Information dialog box

· Login page will load

· Enter Username and Password (available from your David Wood Personnel representative)

· Click on the Login button

· Client Portal page will load

· Select Time Cards from the top menu bar

· Make sure you select the correct pay period
· Click View Timecard next to the person whose timecard you wish to approve

· The timecard will open up in a separate window

· Look at the timecard and make sure that hours are entered next to the appropriate category (i.e. Regular, Overtime, Holiday, Vacation).  The hours are calculated to the nearest quarter hour (15 minutes =.25, 30 minutes = .50 and 45 minutes = .75).  Overtime is only paid after 40 hours is worked.  

· Review the Timecard.  If you wish a paper copy of the Timecard, click the “Print” button.

· Upon reviewing the Timecard, select either Approve or Reject  (Please note that once Approved, the action is irreversible).

·  Click on Retry

· You will be returned to the Client Portal page

· Select Logout from the menu bar when you have completed the approval process and click on the “X” in the upper right hand corner to close out the screen.
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