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How to Sign in:

1. Open your internet browser, and
enter your company'’s TSheets URL (ex:
yourcompany.tsheets.com).

2. Enter your username and password, and
click Sign In.

EMAIL OR USERNAME Forgot?
PASSWORD Forgot?
SHOW

How to Sign out:

In the top right corner of TSheets, click your
name > Sign Out.
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How to Reset Your
Password:

1. In the sign-in window, click Forgot?
2. Enter your email address, then click Reset.

TSheets Support will send a password reset
link to your email.
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' How to Switch Jobs:

Questions?
Chat with us!

L

1. While on the clock, to switch the Job/Customer,
on Time Clock, select a new one.
2. C|ICk SWitCh. Drive Time m

' 888.836.2720 | help@tsheets.com
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Your Main Menu: How to View Your Schedule: _ _
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Your menu may vary, depending on the 1. In the left menu, go to Schedule. i (v IR s s
permissions set by your administrator. Here are e R T
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the most common menu items: 2. Click on a shift for more details. %
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4. Click Save. — |{4

HOW tO Submit Your Hou rs: Submit Selected Days for Rick Deckard (rdeckard)

. By submitting your timesheets you agree that they are complete and accurate.
1.In the left menu, go to Time

List of reports to summarize and/or view
your timesheets with

Note: You will not be able to make any changes to the selected days after submitting!

Entries.
. S Sun Mon Tue Wed Thu Fri Sat Total Selectad
2.In any tab, click Submit Time. Z Hours
@6/10 (@6/11 |@6/12 (@613 |@6/14 —| 6/15 1 6/16 33
0 hrs 8.5 hrs Bhrs 8.5 hrs 8 hrs 0hrs 0hrs

3. Select the days for which you
want to submit your hours, then click Total: 33
888.836.2720 | help@tsheets.com Submit. Cancel m



