Timesheets

Under each job role is a list of your most recent timesheets for the employer. ¢ Click on a timesheet to view
its details.
» Click View All » to view all of your timesheets for the employer.

VIEW ALL TIMESHEETS & EXPENSES

To view a list of all of your timesheets or expenses for all employers:

1. Select My Timesheets or My Expenses in the navigation menu.
2. Use the filter dropdowns as necessary.
3. Click on a timesheet or expense to view its detail.

View All Add -
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Participant:| Participant v

ID UPLOAD DATES PARTICIPANT STATUS HOURS TOTAL
7558 Submitted: 01/29/2020 Parker, P Pending - - »
7557 Submitted: 01/28/2020 Parker, P Rejected - - »
7556 Submitted: 01/28/2020 Parker, P Approved - - »
486198 - 10/28/2019 - 11/10/2019 Parker, P Paid 51.00 $1,020.00 »
480098 - 10/15/2019 - 10/27/2019 Parker, P Paid 4275 $855.00 »
478003 - 09/17/2019 - 09/26/2019 Parker, P Paid 16.00 $320.00 »
477879 - 10/03/2019 - 10/13/2019 Parker, P Paid 26.00 $520.00 »
473018 - 10/01/2019 - 10/01/2019 Parker, P Paid N/A $300.00 »
468883 - 08/21/2019 - 08/30/2019 Parker, P Paid 25.75 $515.00 »
468882 - 09/04/2019 - 09/14/2019 Parker, P Paid 30.00 $600.00 »
10f33 > » 327 items

VIEW TIMESHEET & EXPENSE DETAIL

View the detail of a timesheet or expense by selecting it from the Employer Detail page or the View All
Timesheets & Expenses page.
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Payment Breakdown
* In some cases, ISS may not pay 100% of a submitted expense. If this happens, click the memo
icon next to a line to view the comment.
« If a timesheet upload is rejected, the reason for rejection will display on this page.

View and Download Documents

 To view the documents submitted for a timesheet or expense (scanned timesheet, expense
report, receipts, etc.), click View Document.
» To download the images, click the Download button in the view window.

Request Documents

Due to the large number of documents associated with timesheets and expenses, some of them have not
yet been moved to a location readily accessible to the portal. In this event, a Request Documents button
will appear rather than the View All Images button. Clicking this button sends a request to the system for
those specific documents to be retrieved and made available to the portal. The requested documents will
be available in the portal no later than the next day.
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