Vel'mme VeriTime Timesheet Entry

Employee’s Using the Timesheet

1. Login to the VeriTime website at veritime.aesoponline.com with your Aesop ID and PIN.
2. Click the Timesheet widget.

Timesheet

Here is what the Timesheet looks like:
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February 19, 2014 - Timesheet: 00:00, Paid: 00:00
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Due 02/2572014
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East Ridge Middle School - Custodian Status: Pending % Delete

Type From To Duration Comment ts
Regular Work 07:00 AM 11:00 AM 04:00

Break 11:00 AM 1130 AM 00:30 Paid: No

Regular Work 11:30 AM 03:30PM 0400
Events

Dally Shift 2] Clock In Clock Out [~ )
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Recording Time:

1. Under ‘Events,” make sure Sign In/Out is chosen.
2. Enter your Start Time for the day in the Sign In section.
3. Enter the End Time for the day in the Sign Out section.

***|f you worked multiple jobs during the day, make sure you enter the Start and End time for EVERY shift you
worked, under the correct Job Type. This may mean two separate Start and End events for the same job.

4. Click the green arrow icon to the right of the Clock Out time to confirm each entry.

5. Once you’ve entered your complete time for the day, click the Save button at the bottom right (or the Save icon,
the floppy disk, at the top right).

6. Complete every day for the week, then at the end of the week, select the green Submit button at the bottom or
top right of the timesheet.
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