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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.

¥

Orders Registry Timecards Invoicing Setup

(] EditView =, CurentView & WeekRange [ Generate Contract Timecards @ Reports

Timecards (03/28/2021.04/03/2021 ) 99 v | Page El of 1[2] | [§=First | §ms Prev | ssp Next | whf Last

TCID Sts ordID Week Date Time Change Request  Facility 1 = Registrantz - Class Area Hours Inv # Inv Approval Sts | Action
8046341 Pending Approval 5918209 03/28-04/03 03/28/21 [1]6:45A-3:15P(30) Demo Facility 1 Assistant, Cheryl CNA M/S S
8046342 Pending Approval 5918209 03/28-04/03 03/29/21 [1]6:45A-3:15P(30) Demo Facility 1 Assistant, Cheryl CNA M/S O &

Select Generate Contract Timecards

Registry Timecards Invoicing Setup

(] EditView =, CurentView | = Week Range | [77] Generate Contract Timecards @ Reports

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

& Retum B Generate Selected

Facility: | Demeo Facility 1

v| week: |04/04/2021-04/10/2021

v]

T

Locate your related employee and check the box under Generate.
Then check the boxes for the dates the employee punched into work.

T

& Retum B Generate Selected

Facility: ‘ Demo Facility 1

v | Week: ‘ 04/04/2021-04/10/2021

Generate Contracts

Generate Order

5018209

Agency Registrant 1 «

Quality Staffing Assistant, Cheryl

99 w | Page El of 1 [2]
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At the top of the screen, click Generate Selected, then Return.

4§ 4

& Retum E Generate Selected
Facility: | Demo Facility 1 v| week: [04/04/2021-04/10/2021 v
Generate Contracts [99 v| rPage[t |of1[2] | |qmFirst | quePrev | sap Next | apf Last
Generats | Orden Agency Regstrant s 4 red 35?04 g:/nos 391706 &%7 52708 32/09 g:;w
5918200 Quality Staffing Assistant, Cheryl M/s OJ

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

Orders Registry *avoicing Setup

m Edit View 4, Current View || | Week Range | [77 Generate Contract Timecards @ Reports

04/04/2021-04/10/2021 -

Timecards (04041202104 03/28/2021-04/03/2021 99 v| Page[1 |of1[3] | WmFirst | qmsPrev | sep Next | af Last
11/08/2020-11/14/2020

TCID Sts 02/03/2019-02/09/2019 hte Time Change Request  Facility 1 Registrant2 4 Class Area Hours Inv # Inv Approval Sts  Action
12/02/2018-12/08/2018 T =

8080371 Pending Approval ||11/18/2018-11/24/2018 /04/21 [1]6:45A-3:15P(30) Demo Facility 1 Assistant, Cheryl CNA M/S D &

" 08/26/2018-09/01/2018 2 Loy art ” . .

8080372 Pending Approval 08/05/2018-08/11/2018 /06/21 [1]6:45A-3:15P(30) Demo Facility 1 Assistant, Cheryl CNA M/S | EL

8080372 Pending Approval ||07/15/2018-07/21/2018 /07/21 [1]6:45A-3:15P(30) Demo Facility 1 Assistant, Cheryl CNA M/S o @
04/08/2018-04/14/2018 .
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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.

Orders Registry Timecards Invoicing Setup (:D
f::l Edit View 4 Current View .=. Week Range E Generate Contract Timecards @ Reports
Timecards (04/04/2021-04110/2021) [99 v| Page|t |of1[3] | |dmFirst | g Prev | s Next | ehfLast
TCID Sts OordID Week Date Time Change Request  Fadility 1 ~ Registrant2 - Class Area Hours  Inv # | Inv Approval Sts Action
8080371 Pending Approval 5918209 04/04-04/10 04/04/21 |[1]6:45A-3:15P(30) Demo Facility 1 Assistant, Cheryl CNA M/S =N
8080372 Pending Approval | 5018200 | 04/04-04/10  |04/06/21 |[1]6:45A-3:15P(30) Demo Facility 1 Assistant, Cheryl chp [ocments Eiew Ay LAOd]
T T T T T No Documents
8080372 Pending Approval 5918209 04/04-04/10 04/07/21 |[1]6:45A-3:15P(30) Demo Facility 1 Assistant, Cheryl CNA E) o]
Select the file, Name the file week range for the shifts, and click Save.
Orders Registry Timecards Invoicing Setup
- [=] save | € Cancel
Document Details
Runtime: html5 File Size Limit: 10.00 MB Total Limit: 10.00 MB Current Upload Size: 21.33 KB
# ) Select Files... ~ Drag & Drop Here
Name Note File Size Upload Status Action
# |040421-04112021 | | 040421-04112021.png  21.33 KB @
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In the Action column, select the TimeClock to enter time details of the shift.

Orders Registry Timecards Invoicing Setup

=
@
[7] EdtView | 4 CurentView = k= WeekRange = [7] Generate Contract Timecards | (= Reports
Timecards (04/04/2021-04/10/2021) [99 v| Page|1 |[of1[3] | [gmFirst | msPrev | ssp Next = apLast
TCID Sts OrdID Week Date Time Change Request  Fadility 1 = Registrant2 - Class Area Hours | Inv # Inv Approval Sts Action
8080371 Pending Approval 5918209 04/04-04/10 04/04/21 [1]6:45A-3:15P(30) Demo Facility 1 Assistant, Cheryl CNA M/S o 5
8080372 Pending Approval 5918209 04/04-04/10 04/06/21 [1]6:45A-3:15P(30) Demo Facility 1 Assistant, Cheryl CNA M/S S B
8080373 Pending Approval 5918209 04/04-04/10 04/07/21 | [1]6:45A-3:15P(30) Demo Facility 1 Assistant, Cheryl CNA M/S SR

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.

Request Time Change

Current Timecard Details
TCID: 8080371

Shift Date: 04/04/2021 Start Times 6:45 AM End Time: 3:15PM Meals: 30
Submitted
Time Change st

(’_k) Change Request Submitted
Start Time: | 6:55 AM 2 End Time: |3:27 PM " Meals: |32 - Q

Click Ok.

Orientation 655a-10a.
. |Qncall 4p-11p. - ok
- Note: | caliback 7p-8p.

4

- Save Cancel “W O rk fﬁrc el
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REQUESTED: Your timecard has now been requested for Approval. You may edit this request by clicking on the pencil.

Orders Registry Timecards Invoicing Setup @
m Edit View 4, Current View | = Week Range @ Generate Contract Timecards Lgﬁ Reports
Timecards (04/04/2021-04/10/2021 ) l [99 v]| Page|1r |of1[3] | [mFirst | gmePrev | sp Next spfLast
TCID Sts OrdID Week Date .'l'ime Change Request Facility 1 = Registrant2 Class Area Hours Inv # Inv Approval Sts | Action
8080371 Pending Approval | 59182090 04/04-04/10  04/04/21 |[1]6:45A-3:15P(30) |6i55A-3:27P(32) &  Demo Facility 1 Assistant, Cheryl CNA | M/S J1j
8080372 Pending Approval = 5918209 04/04-04/10 | 04/06/21 |[1]6:45A-3:15P(30) Requested By: Quality Staffing - Test Agency - 04/07/21 10:48P | M/S &
= Request Note: Qrientation 655a-10a.
8080373 Pending Approval | 5918209 04/04-04/10 | 04/07/21 |[1]6:45A-3:15P(30) Oncall 4p-11p. M/S o @
Callback 7p-8p.
REJECTED: Your timecard has been Rejected and ACCEPTED: Your timecard has been Accepted and
you’ll need to read the Response line for corrective should not be edited further. This timecard will be
instructions. invoiced on the next regular cycle.
Change Request Facility 1 ~ Registrant2 A Class Area Change Request Facility 1 = Registrant 2 - Class
6:55A-3:27P(32) & -o Facility 1 Assistant, Cheryl CNA M/S 6:55A-3:27P(32) ¢» | Demo Facility 1 Assistant, Cheryl CNA
6:45A-3:15P(30) 2| Rejected By: AHCStaff (MSP) - 04/07/21 10:56P M/S 6:45A-3:15P(30) 22 Demo Facility 1 Assistant, Cheryl CNA
Response: Timecard is not signed by a Manager
6:45A-3:15P(30) & d 1 l S = ' M/S 6:45A-3:15P(30) & -o Facility 1 Assistant, Cheryl CNA
Requested By: Quality Staffing - Test Agency - 04/07/21 10:48P Accepted By: AHCStaff (MSP) - 04/07/21 10:58P
Request Note: Orientation 655a-10a.
Oncall 4p-11p. Requested By: Quality Staffing - Test Agency - 04/07/21 10:57P
Callback 7p-8p.
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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.

A TRANSFORMATION




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.

Orders Registry Timecards Invoicing Setup

- £°] EditView | CurentView = Week Range | [T7 Generate Conract Timecards (3 Reports

Pending Approval - initial import from F BRI 1‘
Facility time file. el d
All Statuses OordID Week Date Time
. O Pending Approval i 4270986 08/05-08/11 08/06/18 [1]6:45A-
Approved — Time has been approved by the @ Approved ! 4270986 08/05-08/11 08/07/18  [1]6:45A-
MSP Team. ® Rate Review ! 4270986 08/05-08/11 08/08/18  [1]6:45A-
O Completed 1 4270986 08/05-08/11 08/09/18 [1]6:45A-

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

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

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

Welcome: Quality Staffing - Test Agency Agency: Quality Staffing (4336) ¥ Preferences [ Support @ Logout [ save | € Cancel

(j Preferences (auality Staffing - Test Agency )
|\ \./

“0' Ne changes detected.

User Account Information

User Name: LQuaIity Staffing - Test Agency "‘
Your account must be Subscribed to all facility reports and your g[:““‘ : -
. . ;o &4 Subscribe to all facility report distributions

Email address must be Verified.

Password

Change Password

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

Email Address: I LindsayJones@AHCStaff.com

N [ b
Email Verification Status: - @

Email Verification: When updating this email address, a verification email will
E il automatically be sent to the supplied email address. You will not receive any further
mas emails from the system until your email address is verified. Please follow the

instructions contained within the email to complete the verification process.

Email Address: | LindsayJones@AHCStaff.com

Email Verification Status: I Pending Verification l - ® | R
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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 ) &‘mspowmqﬁ




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.
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