
 

Mobile App Instructions – How to Log Time 

Please see below for how to log time in the mobile app.   

 

 

 

1. Start by going to your scheduled shifts by clicking Temp Jobs 

 
 

 

 

 

 

 

 

 

 

 

 

Click here 



 
 

2. Click on My Shifts at the bottom of the screen to see where you are scheduled each day.  Click view 

details on the day’s shift to for the timesheet, location and directions. 

 
 

 

  

Click here to see your schedule 

Click here to view shift 

details, timesheet, 

location and 

directions. 



 
3. The Shift Details screen will look like this below.  Click Timesheet to log your time. 

 

 
 

 

  

Click here to 

access the 

timesheet. 

Click here 



 
4. Once in the timesheet click on Clock In to start your shift. 

  

 

  

Click here to 

start your shift 



 
 

5. Nest you can either start a break or end your shift. 

 
                          

  

Click here 

Click here to 

start your 

break 

Click here to 

end your shift 



 
 

6. When you return from break the screen will look like this to clock back in. 

 

 

 

 

Click here to 

end your break 



 
7. After your shift review your hours and click submit. You will then get a second screen that shows your 

total hours and gives you an opportunity to submit comments.  If you need any corrections made to 

your timesheet you can text or call us at 206-767-4851. 

 

  



 
 

 

8. From the home screen, click on Timekeeping to review all of your timesheets 

 

      
 

 

VERY IMPORTANT – You must confirm your time punches with your onsite manager prior to you leaving the 

office after the completion of your shift.  The onsite manager will need to log into the client self service 

portal and approve your timesheet before you leave the office.  The onsite manager will also have the ability 

to edit your timesheet if the time punches are not correct for any reason.   

 

***It is very important you confirm with the onsite manager that your 

timesheet is approved BEFORE YOU LEAVE THE OFFICE so that we can 

pay you in a timely manner. 
 


