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Section 1:  Logging into Online Time Collection (OTC) 
 

1. Retain your user ID and password from the automatically generated email from Online Time 
Collection at On Assignment.   

 

 

 

2. Login using your user ID and password provided in your e-mail and clicking on they hyperlink Click 
here to go to OTC 

 



 
 

 
 

3. You will be launched directly to the Please set up a password retrieval Question and Answer page. 

 
 

4. Here you can select your password help question from the drop down list. Next, enter your response 
to your password security question in the Response section. 

 



 
 

 
 

5. Once you are done click on the         button.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 

Section 2:  How to Change My Profile 

1. You can update your profile settings from the Menu section on the left corner menu bar by clicking 
Change Email Address, Password.   

 

 
 

2. Your email address will display.   
 
3. To change your password click Change Password. 

 

 
 

4. Enter your Current Password, the New Password and Confirm the New Password.  Click OK.   

 

 



 
 

5. To change or set up a forgotten password, click Change or set up forgotten password help.   
 

 
 
 

6. Select from the following three security questions: 
a. What city were you born in? 
b. What is the name of your oldest child? 
c. What was the make of your first car? 

 
 
 

7. Enter the correct response and click OK.  An email will be sent to your account to with your 
password within the text. 

 
 

 
 
 
 
 

 
 
 
 
 

 



 
 

Section 3:  How to Access Your Timesheet 

1. If you have one pending timesheet you will be directly launched to that respective timesheet page. 
Note: Your timesheet status will reflect as New. 

 

2. If you have more than one assignment with a pending timesheet you will be directed to the Available 
Timesheets page. You will notice the Job Title, Pay Period End Date and Client Name are listed on 
each timesheet.  Select the timesheet that you want to fill out by clicking on the blue hyperlink of the 
Job Title. 

 
 

3. You will then be brought to that particular Pending Time Entry Page. 

4. Click on the    to move between pending timesheets. 

 



 
 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 



 
 

Section 4:  Entering Hours  

1. From the timesheet page, type in the start and end time to the nearest quarter hour, in their 
respective fields. 

a. The system will automatically assume AM time if you do not specify PM.   

 
 

Note:  Time can be entered in several different formats.  Below are examples of acceptable formats and 
how they will be equated by the system. 
  
Entry:         Equated To: 

 
8                   8:00AM 
8:15             8:15AM 
5                   5:00AM 
5P                5:00PM 
17                 5:00PM 
17:30           5:30PM 
5:30 PM       5:30PM 

Note: If your start date falls in the middle of a work week, the system will not allow you to enter hours 
prior to the start date of your assignment. 

 

 



 
 

2. Once your hours are entered you can display your calculated totals by clicking on the  (Refresh) 
button next to Totals.  Your daily and weekly hourly totals will update.   

 

Note:  If you work more than 6 hours in a day you are required to take a meal break.  You can enter time 
taken for a meal break in the “Meal Out” and “Meal In” fields.      

Note:  Time entered is rounded to the nearest quarter hour.   

3. Be sure, when working a multi-shift schedule to select the appropriate shift for the days worked. 

 

 



 
 

4. Each day you can enter in your time without submitting for approval by clicking on the 

button. 

 

5. Your page will refresh and your status will change to Saved. 

 
 

 



 
 

Section 5:  Leaving a Comment/Note on your Timesheet 

You can use the notes section of the timesheet to explain any special details on your timesheet.  

1. From the Time Entry page, click on the Add A Note blue hyperlink under the 

button. 

 
 

 

 

 
 
 

 



 
 

2. Type your note in the message dialogue box that appears. 

 

3. If you are not submitting your timesheet at this time you can save the notes by clicking on the 

button. 
 

4. If you are ready to submit your timesheet after entering your notes click the 

button. 
 

5. To view notes at the timesheet page, simply click on the + next to Timesheet notes to expand all 
notes 

 

 



 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 



 
 

Section 6:  Submit Your Timesheet for Approval 

1. Check your Timesheet to verify whether the Approval Method is Electronic or Manual. If your 
Timesheet Approval Method is Electronic follow the instructions in Section 6a. 

 

 
 

2. If your Timesheet Approval Method is Manual, follow the instructions in Section 6b.  

 



 
 

 

 

 

 

 

 

 

 

 

 

 
 

 



 
 

Section 6a:  Submit Your Timesheet for Approval – Electronically 

1. Verify the timesheet reflects the correct dates and times before submitting your timesheet for 
approval.   

2.  If your assignment will continue next week, please indicate by selecting the radio dial “Continuing 
Next Week”.  If your assignment is ending, please select the radio dial labeled “Completed and I 
have advised my recruiter”.   

 

3. From the Time Entry page, click the   button. 

 
 

 

 

 



 
 

 

3. If you are submitting hours for a previous pay period, you will receive a pop up indicating you are 
submitting hours past the time sheet pay period cut off. Simply click OK.  If you are submitting 
hours for the current pay period you will not receive a pop up message. 

4. Verify and certify your hours by clicking on the Yes button. 

 
 

5. You will then receive a pop up confirming your timesheet has been submitted for approval and an 
email has been sent to your manager for approval. Click OK. 

 
 

6. You are then brought to your submitted timesheet view. 



 
 

 

Note: your Timesheet Status has changed to Submitted. 
 

7. Here you are also given the option to Print your timesheet.  

8. You will then receive an e-mail confirmation notifying you that your timesheet has been submitted 
for approval.  

 



 
 

 

9. You will receive an e-mail confirmation when your timesheet has been approved. 

 

 



 
 

Section 6b:  Submit Your Timesheet for Approval – Manually 
 

1. If the Approval Status on your timesheet indicates Manual, you will be required to submit your hours 
online as well as fax the client signed timesheet to the Payroll Department.  This is also indicated by 
a note at the bottom of your timesheet stating After completing the time entry, you must fax a 
signed copy for further processing. 

 

 

 

 

 

 

 

 

 

 

 

 



 
 

2. From the timesheet page, type in the start and end time to the nearest quarter hour, in their 
respective fields. 

a. The system will automatically assume AM time if you do not specify PM.   

 
 

Note:  Time can be entered in several different formats.  Below are examples of acceptable formats and 
how they will be equated by the system. 
  
Entry:         Equated To: 

 
8                   8:00AM 
8:15             8:15AM 
5                   5:00AM 
5P                5:00PM 
17                 5:00PM 
17:30           5:30PM 
5:30 PM       5:30PM 

Note: If your start date falls in the middle of a work week, the system will not allow you to enter hours 
prior to the start date of your assignment. 

 

 

 

 



 
 

3. Once your hours are entered you can display your calculated totals by clicking on the  (Refresh) 
button next to Totals.  Your daily and weekly hourly totals will update.   

 

 

Note:  If you work more than 6 hours in a day you are required to take a meal break.  You can enter time 
taken for a meal break in the “Meal Out” and “Meal In” fields.   

Note:  Time entered is rounded to the nearest quarter hour.   

 

4. Each day you can enter in your time without submitting for approval by clicking on the 

   button. 

 



 
 

 

Your page will refresh and your status will change to Saved. 

 
 

 

 

 



 
 

5. Please verify the timesheet reflects the correct dates and times before submitting your timesheet for 

approval. Once your hours are entered, click the button. 
 

6. Verify and certify your hours by clicking on the Yes button. 

 

7. You will then receive a pop up your timesheet has been saved and to print a copy of the timesheet 
for manager signature and approval. Click OK.  

 
 

 

 

 

 

 

 

 

 

 

 



 
 

8. You will be brought to your submitted timesheet view. Follow the instructions in the Print a Copy of 
Your Time Sheet instructions. Sign and Fax your timesheet to the number listed on your timesheet. 

 

 

 

 
 
 
 
 

 



 
 

Section 7:  Adjusting Your Hours 

You are able to change hours you have entered as long as you have not submitted the timesheet for 
approval. If you need to adjust your time after your hours have already been submitted and approved please 
call Employee Services at (800) 995-7378 for assistance.   

1. If you have Saved (Not Ready to Submit) your timesheet, you can choose this timecard from the 
Available Timesheets page.     

 

2.  If you have Saved (not ready to submit) your timesheet and wish to change your times you can do 
so from the Time Entry page. 

Note: Your timesheet status will reflect as Saved. 

 

3. Simply, type over the existing times already displayed.  

4. Click on the  button to verify daily and total hours were updated and are correct. 

 



 
 

 

5.  If you are not ready to submit your timesheet for approval then click on the 

button. 

 

 

 

 

 



 
 

Section 8:  Adjust Rejected Timesheet 

1. You will receive an e-mail notification if your hours submitted have been rejected. 

 

2. Click on the blue hyperlink stating click here to login. You will be brought to the Time Entry Login 
page. 
 

3. Login to the Time Entry & Timesheet Approver Site by entering your User ID and Password. 

 



 
 

 
 

4. At the Available Timesheet screen you will notice the Timesheet Status will reflect Rejected.  Click 
on the Available Timesheet Title hyperlink.   

 

5. You will be brought to the expanded timesheet view. the notes section defaults to expanded so you 
may review the data entered by your timesheet approver.   

 



 
 

 
 

 

6. Adjust your hours by simply typing over the already displayed daily in and out times. When 

completed refresh the hours by clicking on the  to display your current total weekly hours. 

 



 
 

 
 

 

7. Add notes in response to your adjustments by clicking on the Add A Note hyperlink above the 
Timesheet Notes section. Type your response in the free form text dialogue box. 

 



 
 

 

8. Click on the   button to submit the timesheet for approval. 
 

9. Verify and Certify your hours by clicking on the Yes button. 

 

10. You will then receive a pop up confirming your timesheet has been submitted for approval and an 
email has been sent to your manager for approval. Click OK. 

 
 

11. You are then brought to your submitted timesheet view.  

 



 
 

 

 

 
Note: your submitted timesheet has changed to Submitted. 
 

12. Here you are also given the option to Print or Email your timesheet. (See instructions in Section 12 
on Printing a Copy of Your Timesheet or Emailing Your Timesheet.) 

 



 
 

13. You will receive an e-mail confirmation notifying you that your timesheet has been submitted for 
approval.  

 

 

 

 

 

 

 

 

 

 



 
 

Section 9:  Email a Copy of your Timesheet 

1. Here you see a printable view of the timesheet. Scroll to the bottom and click on 

the  button. 

 

2. An Email Information box will appear with your email address populated in the CC text box. 

 



 
 

 
 

3. Enter a valid To address, Subject and Message in their respective fields. When you are done click on 
the SEND button.  

 

4. A pop up will appear to indicate your request is being processed.  Please allow 1 to 5 minutes for the 
receipt of the email.   

 
 

 

 

 

 



 
 

Section 10:  How to Indicate Per Diem Payment 

1. If you are receiving compensation on a per diem basis, you do not need to enter any values in the 
OTC system.  Your per diem will be processed automatically, as per the timesheet instructions.   

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 

Section 11:  How to Notify your Payroll Department of Your Last Week of Work 

1. From the Timesheet page, check the radio dial that states:  My Assignment is:  Completed and I have 
advised my Recruiter after you have entered the hours completed for the week. 

 
 

2. Once your hours have been entered and the box indicating your assignment is complete has been 

checked click on the   button. 
 

 

 

 

 

 

 

 



 
 

3. Verify and certify your hours by clicking on the Yes button. 

 
 

4. You will then receive a pop up confirming your timesheet has been submitted for approval and an 
email has been sent to your manager for approval. Click OK. 

 

5. Your page will refresh and your Timesheet Status will change to Submitted. 

 
 

 

 

 

 

 

 

 

 

 

 



 
 

Section 12:  Report Zero Hours Worked 

1. From the Timesheet page, check the box to the left of the No Time To Report statement towards the 
center of the page.  

 
 

2. Once the box has been checked click on the button. 
 

3. Verify and certify 0 hours by clicking on the Yes button. 

 
 

 

 



 
 

 

4. You will then receive a pop up stating your time sheet has been submitted, an email as been sent to 
your manager for approval and to print a copy of your timesheet for your records. 

 
 

5. Your page will refresh and you will notice the Timesheet Status now reflects 'Zero Hours Submitted'. 

 
 

 

 

 

 

 

 

 



 
 

 

Section 13:  Print a Copy of your Timesheet 

n records. You may also need to submit a 
physical copy of your timesheet with your supervisor's signature.  

 stating 

It is important to print a copy of your timesheet for your ow

Note: If at the bottom of your detailed timesheet you have a red note

  
you will need to also fax your timesheet for approval.  

1. From the Submitted timesheet screen. Scroll to the bottom and click on the   button. 

 
 

2. Select a printer and press Print. 



 
 

 

 

 

 
Note: Printed version prints all notes attached to the timesheet as well as a section for Client and Consultant 
signatures 
 

 

 
 
 

 

 

 

 

 

 



 
 

 

Section 14:  View Timesheet History 

1. Click on Time Entry History from the left hand tool bar.  

 
 

2. You will be brought to the Historical Timesheet List. 

 
 

3. Click on the blue hyperlink of the title from the Historical Timesheet you would like to view. 

4. You will then be brought to the printable timesheet view. 



 
 

 

 

 
 

5. Here you can simply view your timesheet and/or print a copy of your timesheet. 
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