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Web Time — Customer Instructions

This guide will provide basic instructions for logging into the Customer Portal to approve hours submitted
using the People 2.0 Staffing Software Web Time Approval function.

Customer Time Approvers should have a Customer Portal login setup. If you do not know your login or
the link to access the portal, please contact your staffing company representative.

Summary of Steps:

Login to the Customer Portal or click the link in the Reminder email

If logging into the Portal directly, click on "Time Entry” in the top menu
View hours for Staffing Associate (Temporary Employee)

Select Time Cards for Approval and Approve submitted hours

If a Time Care is not approved, enter the reason why and Dispute

Web Time Approval Detailed Steps

Go to the Customer Portal to login by using your Staffing Company’s designated link,
https://clients.people20.net/Gateway, or click the link in the Reminder email:

uhwne

Time Approval Request
People 2.0 Recruiter Services

A Division Of People 2.0

This message has been sent to you by People 2.0 Recruiter Services.

eo I e 2 0 The following have unapproved hours for the week ending 06/01/2018.
- Time Approver:

Employee:
This website is for the use of clients of People 2.0 through one of its many local staffing
Affiliates inthe U.S

Position: Other

Day Date Earned
N Worked Hours
Q Email Address (Username) R —
Monday 03282018 300

Tuesday 05/29/2018 8.50
Wednesday  03/30/2018 9.50
Tharsday 03312018 7.00

Total Hours: 34.00
LOGIN
Access The Time Approval Web Portal
[ Remember me FORGOT PASSWORD?

If the above link does not work please copy and paste the following in your browser:
https://portal.people20.net, login.aspx?WebTimeC: JID=DB79DDAE-63CD-40AC-BEI6-1DALDS0480D

Once logged into the portal, click on “Time Entry” from the menu options:
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https://clients.people20.net/Gateway
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Viewing Time Card

Note: Approvers will not be able to modify any hours submitted by the Staffing Associate. However, hours
can be disputed.
1. Click the Approve button to approve employee hours
2. Click the Dispute button to enter different hours, which will then calculate a disputed amount. A
reason for each dispute is required (see Disputed Hours section below)

PENDING (3)

Q) Search

[ Customer, 4 ¥ L 2 Pay Period: 07/16/2018 - 07/22/2018 selectan [
B8 Frequency: Weekly
£ Department:
DR e ) T T e =3
. - i
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TOTALS 20,00 40.00

Approving Time Cards

Approvers may choose to approve one or more time cards at one time. Use the check box to select the
time cards, then click "Approve” button to save and approve the hours. After hours are Approved or
Disputed, they are sent to the Staffing Company for processing.

PENDING (2)

[ Customer. (&) Pay Period: 07/16/2018 -07/22/2018
53 Department: 8 Frequency: Weekly sa
ubmitte A
Employee Name A ent eta H H ele Ap pute
Claims Assistant O] (i ] 40,00 w000 |0 =3

TOTALS 40.00 40.00

[ Customer. [¥) Pay Period: 07/23/2018 -07/29/2018 select All (]

£53 Department: B Frequency: Weekly SELECTED

Employee Name

@ u» wnO =

TOTALS 24.00 24.00

Claims Assistant
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Disputed Time Cards

If a Time Card is not approved, enter the reason why to dispute the hours. A note must be entered to
detail the reason for the dispute.

Monday 07/16

Contact your staffing representative for additional support if you have any questions about the Web Time
Approval process.
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le back to the training page tab at the
smartphone or tablet, please use the
rientation page once you have

the final step.

Beth Israel Lahey Health *
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