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Submitting a "No Work" Timecard 
If, mid-assignment, you do not work for any reason, you will still need to submit a 
timecard or you will otherwise continue to receive timecard email reminders.

Follow the steps below to enter a "No Work This Week" timecard.

If, on the other hand, all work is finished for the assignment, please communicate 
your final work date to your recruiter so they can update the end date of your 
assignment.

1 From the Home Tab scroll down to the My Active Assignments section and click
the View/Add Timecards link next to the assignment you are logging time for.

2 Once you see the Selected Assignment, choose the relevant Week Ending Date.

Note: Timecards must be submitted in chronological order, and you cannot skip a
week.
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3 Click the Add New Timecard button to create a new timecard for the Assignment.

4 Take a moment to review all the timecard instructions in the pop-up message.
This information will be displayed each time you open/edit a timecard. Click the
Close button to begin editing the timecard.
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5 Scroll down below the Monday-Sunday breakdown and check off the No work
this week box next to the relevant assignment.

6 Scroll back to the top of the page and click Submit for Authorization. This action
will skip the client approval step, since the total hours are 0.00.
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7 Read the Timecard Certification pop-up and confirm Yes or No to the terms
outlined. (If you click No, please go back and make any necessary corrections to
your timecard so that you may then certify it. Reach out to the Payroll Team if
anything is preventing you from accurately indicating your time.)

8 You'll know your timecard has been successfully submitted for approval once you
see the Timesheet has been submitted for online authorization notification at
the top of the screen.




