TIME COLLECTION QUICKSTART GUIDE          
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HOW TO ENTER A TIMESHEET, SAVE, & SIGN 
LOGIN SCREEN


Click on the Internet Explorer – Link: https://timecollect.vtgriffin.com 
OR login to VT Group portal: https://portal.vt-group.com
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 Select VT Services Option
[image: image3.png]123456





1. Your Login ID will be your Employee ID Number assigned to you.  It is a 6 digit number that may be preceded by zeros.  If your number has zeros before it, they must be entered also per the example above. 
2. Your default password is your SSN with no dashes.  You will be prompted to create your own password upon your initial logon.  Your password must be at least 8 characters long.  No special characters, upper casing or numbers apply and are totally optional. 

3. The Domain is the same as shown in the above example:  VTGS.  After initial login, the Login ID and Domain will default.

SELECTING A CHARGE AND ENTERING TIME
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1. Upon successful login, the first line within your timesheet will show a pair of binoculars.  Click on the binoculars to search for appropriate charge. 
2. A charge tree listing will appear.  You will have to click on the plus symbols to the left of the top level charge to access your individual charges.
3. Once you have determined the charge you would like to add hours against, highlight the charge and add to timesheet.

4. Then in the grid to the right of the Project data, you may enter your daily work hours.

SAVE AND SIGN
1. Once you have finished entering your daily hours, you will have a save option at the top of your timesheet.  Be sure to click on Save before exiting.

2. When you have completed entering time for the timesheet period, there will be a signature block at the bottom left hand side of your timesheet.  Click the Sign Grid to the right of the open spaced signature field.  You will be prompted to enter your original Time Collection password again.  Once signed your timesheet will project your name in the signature block.
ADDING FAVORITES TO YOUR TIMESHEET

1. Once you have entered the project number in the PROJECT field you can click on the 

binoculars [image: image5.png]



2. Click on the first box and select Add Line to Favorite:
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3. Your project has been added to the favorite folder, now you will need to go into your favorite and upload which will allow you to see the project in future timesheet.  Click on the binoculars [image: image7.png]


 of a new row and the following box will display: 
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4. Click on the plus sign [image: image9.png]Favortes



 and the following box will display:
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     5. 
You will need to put a check mark in the Load field of the project you want to add then click   

            on the update tab. 


Now your project has been added to future timesheets. 

     6.
To remove from Favorite Timesheet following step 5 and uncheck the Load box and then 

            update. 
REMINDER: Record your time daily. Timesheet must be signed and approved by noon (EST) every Monday. 
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