How to Submit Time in Webtime

Click Here for Video Tutorial

*Hours must be submitted by Sunday, 11:59PM, local time*

1- Login to Frontline Education
2- Select the assigned school district for which you need to log your time. You will need to record
time for each district, separately.

frontline

education..

Absence Management
Select an Organization

#Kelly KBST Demo 0186

#Kelly Training Org

Think of "orgs" as
schools or districts
that you work at.

3- “Ilmportant Notifications” will display upon signing in. Please review and click “dismiss” or the
“x” on the upper right, to exit out.
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Important Notifications *
#Kelly Training Org posted on Monday, April 24, 2023
Last call for

Kel

Click to download a PDF version of the April schedule
While you're at it, help us plan for future content by filling.out this brief survey! <



https://www.kellyeducation.com/hubfs/kelc/frontline-talent-video/Frontline%20Talent%20Video.mp4
https://login.frontlineeducation.com/login?signin=c9df5363bee57ce8c89bb27bbc336044&productId=ABSMGMT&clientId=ABSMGMT#/login

4- Select the “WebTime” tab, under the navigation bar:
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5- Select the appropriate week, from the drop-down menu and click go:
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98 Available Jobs

"D History

£33 Preferences

> WebTime

Resource Library >

No time sheet exists for the date range you selected.

If you believe this is incorrect, please contact your Administrator
for assistance.




6- Enter your “start time” and “end time” under the correct columns.

*|f assignment information is incorrect, contact the fulfillment team at 800-991-5157, option 1 or

EDNEFulfillmentSupport@kellyservices.com, prior to saving your time.
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Time Sheet for Tuesday, April 25 - Monday, May 1, 2023
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)

No values have been entered for this item.
Comments are only available from the time the time sheet is

saved up until itis approved.
Rejected and needs revision. If the item is not open for input, the

maximum number of rejections has been reached. Please contact your
administrator.

This submission represents time submitted for an assignment that you
did not work. If you worked that day there should be a line item for the
proper assignment. If that line item fsn't showing please contact your
administrator to reconcile your payroll

[ELETM v save Time Sheet

Lunch breaks may be recorded under “Break Times”
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Cancel + Save Time Sheet
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No values have been entered for this item.

Didn't take a break?
Leave the break time
fields blank.

oved
Rejected and needs revision. If the item is not open for input, the

maximum number of rejections has been reached. Please contact your
administrator.

This submission represents time submitted for an assignment that you
did not work. If you worked that day there should be a line item for the
proper assignment. If that line item isn't showing please contact your
administrator to reconcile your payroll

ime the time sheet is

[e:L LN« Save Time Sheet
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8- Once your time has been accurately recorded, click ”_”:
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‘ By default, the screen displays the current period of pay also known as the Assignment Record.
Select the desired pay week (if necessary) by clicking the drop down arrow and then click GO .
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Approval Process:

e Submission Deadline: Ensure that you submit your timesheet by Sunday at 11:59 PM.

e Approval Window: The district will receive automated emails to approve or reject your
timesheet on Monday and Tuesday.

[ )

Automatic Approval: If the school does not take action to approve or reject your timesheet by
Tuesday night, the system will automatically approve it on Wednesday.

For timesheets submitted after the cutoff period (Monday at 11:59 PM):

Next Week Processing: Your timesheet will be approved between Monday and Wednesday of
the following week.

Payment Schedule: You will receive payment on the subsequent Friday.



