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Training Topics

Submitting Timecards via StafferlinkFSM
• Catholic Medical Center
• LCMC – East Jefferson General Hospital
• Union Hospital

Reviewing Facility Integrated Time in StafferlinkFSM
• LCMC – Children’s Hospital of New Orleans
• LCMC – New Orleans East Hospital
• LCMC – Touro Infirmary
• LCMC – University Medical Center
• LCMC – Woldenberg Village
• Sturdy Memorial Hospital

Invoice Reporting from StafferlinkFSM



Submitting Timecards via Stafferlink FSM

Collect your employee’s Manager Signed Timecard, login to StafferlinkFSM at https://fsm.stafferlink.com and 
navigate to the Timecards Module.

Select Generate Contract Timecards



Select both the Facility and the Week that match the work performed on the Manager Signed Timecard.

Locate your related employee and check the box under Generate.

Then check the boxes for the dates the employee punched into work.



At the top of the screen, click Generate Selected, then Return.

Back at Timecards, click Week Range to select the corresponding week for the Timecards you generated.



In the Action column, select the Paperclip and upload the Manager Signed Timecard that supports the 

approved shift.  **If you do not upload a legible Manager Signed Timecard, the time will be rejected.

Select the file, Name the file week range for the shifts, and click Save.



Update the Start Time and End Time to match the Manager Signed Timecard. 

Enter the Meal Break in minutes. Add all additional shift details for this date in the Notes.

Click Save.

In the Action column, select the TimeClock to enter time details of the shift.

Click Ok.



REQUESTED: Your timecard has now been requested for Approval. You may edit this request by clicking on the pencil.

REJECTED: Your timecard has been Rejected and 

you’ll need to read the Response line for corrective 

instructions.

ACCEPTED: Your timecard has been Accepted and 

should not be edited further. This timecard will be 

invoiced on the next regular cycle.



Time Entry Notes and Reminders:

Name your Manager Signed Timecard file the work week or week ending date.

Enter additional shift information into the notes:

• Orientation

• Oncall

• Callback

• Any other exceptions or special cases

Time Submitted without Manager Signed Timecards will be rejected.

Rates will be exposed to the Agency after the MSP Approves Time for the entire Facility.

Do not edit Accepted Time, this may cause delays in Processing your time for the current period.

Time must be submitted by Close of Business the Tuesday following the work week in order to be 

included on the next invoice cycle.



Reviewing Facility Integrated Time in StafferlinkFSM

Time integrated from a facility’s system can be tracked through Timecard statuses. Select your 
Week Range and Status from the Edit View flyout.

Pending Approval – initial import from 
Facility time file.

Approved – Time has been approved by the 
MSP Team.

Rate Review – Rates have been applied and 
are being audited by MSP Team.

Completed – Time has been invoiced and 
sent to the client.

If you have questions regarding the time you see integrated by the 
facility, please email your program’s Account Manager.



Invoice Reporting from StafferlinkFSM

Invoice Reporting will be auto-generated from StafferlinkFSM every Friday following the close of the 
previous work week. This report will be emailed to all Agency users for the Agency Account.

To ensure receipt of these reports, review your Preferences in the upper right-hand corner of the 
screen.

Your account must be Subscribed to all facility reports and your 
Email address must be Verified.

If your Email address is Pending Verification, you will not receive 
the auto-generated Invoice report from StafferlinkFSM.



The Invoice Report will be emailed to the address you have verified in your Preferences and can be viewed 

in various formats by clicking the link in the email. Please review the email layout below.

From: StafferLink Reports <stafferlinkfsm@stafferlink.com> 
Sent: (Fridays at 5pm EST)
To: (your verified email address)
Subject: (Facility Name and Invoice Statement)

This is an autogenerated email, please do not directly reply.
Please direct responses to: noreply@fsm.stafferlink.com

Facility: (WTC Facility Program)
Recipient: (your name)
Report: (Facility Name and Invoice Statement)

To view the report, please click on the link below, or copy and paste it into your Web browser's 
location window
Click here to view the report in (xls) format

Alternate formats: ( Adobe PDF | Excel | RichText | Text )



Reminders

WTC and AHS cannot add users to your Agency’s account or manage your Agency’s account in any way.

Please contact the StafferlinkFSM Help Desk for assistance at:

Email: teamsupport@stafferlink.com Phone: 770-461-6500 option 1

Ensure your email address has been verified and you are subscribed to Facility Reports.


