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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. 
 

S u m m a r y  o f  S t e p s :  
 

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

2. If logging into the Portal directly, click on “Time Entry” in the top menu 

3. View hours for Staffing Associate (Temporary Employee) 

4. Select Time Cards for Approval and Approve submitted hours 

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

 

W e b  T i m e  A p p r o v a l  D e t a i l e d  S t e p s  
 

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: 
 

 
 

 
Once logged into the portal, click on “Time Entry” from the menu options: 
 

 
        
 

 

 
Quick Reference Guide 

 

https://clients.people20.net/Gateway
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V i e w i n g  T i m e  C a r d  
  

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) 
 

 
 

A p p r o v i n g  T i m e  C a r d s  
 

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. 
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D i s p u t e d  T i m e  C a r d s   

 

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.  
 

 
 
 

Contact your staffing representative for additional support if you have any questions about the Web Time 
Approval process. 



Return to the Training Page 
and Advance to the final step.

1

If you are using a desktop, please toggle back to the training page tab at the 
top of your browser. If you are using a smartphone or tablet, please use the 
browser back button to return to the orientation page once you have 
completed your review this document.
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