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                     QUAD656 Timesheet Instructions
DIRECT DEPOSIT
1. We STRONGLY encourage all temporary employees to arrange for direct deposit.  

2. A live check will be mailed to you via the United States Postal Service (regular mail) if you choose not to take advantage of our direct deposit program.  If you select to have a live check mailed to you and the US Postal Service either loses the check or if they are delayed in delivering it to you in a timely manner you are responsible for all fees associated (minimum $30) with a stop payment and reissue of a payroll check.  
3. Please call your QUAD656 consultant if you wish to participate in the direct deposit program.
COMPLETING YOUR TIMESHEET

4. Fill out top portion: Company Name, Report To, Address, Week Starting.
5. Change the dates to reflect the week being paid.

6. Enter Worked Hours ***
a. ENTER QUARTER HOUR INCREMENTS ONLY (i.e. 8:00, 8:15, 8:30, 8:45, 9:00, 9:15, etc…

b. Use military time.  A chart is provided for your convenience.

c. Refer to the detailed instructions in the next section.
7. Check “Total Hours” – They MUST be in quarter hour increments (i.e. 38.75, 39.0, 39.25, 39.5, 39.75, 40.0).  If the are not, they MUST be corrected.

8. Sign and date your timesheet.  PLEASE BE SURE TO PRINT YOUR NAME LEGIBLY IN THE SPACE PROVIDED.  You may also type your name and the company name if you wish to do so.
9. Give an e-mail address in the space provided for us to send a confirmation of receipt.

10. Have your supervisor sign and date the timesheet.

11. Retain a copy of your timesheet for your records.

12. Fax to us at 610-687-6442 by 3pm on Monday.

***If you do not have access to a PC at your assignment, please print this document and fill it out manually.

ENTERING YOUR WORKED HOURS INTO THE TIMESHEET

Time In:   Enter the time you came in 

 Example: You came in at 8:14 am (you have to round to the nearest quarter hour)

 Enter:  8:15

Time Out:  Enter the time you leave for your meal break
  Example:  You leave for lunch at 12:30 pm

  Enter:  12:30

Time In:  Enter the time you return from your meal break

Example:  You return from lunch at 1:30 pm (this is where military time kicks in)

Enter:  13:30 (the application will automatically change this to standard time  i.e. 1:30pm)

Hint:  Use the military time cheat sheet if you’re unfamiliar with military time

Time Out:  Enter the time you leave for the day

Example:  You leave at 5:15 pm

Enter:  17:15

Hint:  Use the military time cheat sheet if you’re unfamiliar with military time
Your total hours at the end of each day should be in quarter hour increments (8.0, 8.25, 8.50, 8.75, 9.0).  If they are NOT, there was an error entering your time that MUST be corrected.

PAYROLL FACTS

1. If you cannot submit your timesheet by Monday at 3:00 please call us so we can work out the details with you.  

2. Your check or check stub will be mailed to you on the day before your pay date, so you will receive these documents by Friday or Saturday.

3. If you have direct deposit and you do not see the funds posted to you account, please follow up with your bank before calling us.  Usually this is an issue on the bank’s end and we’ll need you to check with them before we can help you in this situation.

4. Please call us at 610-687-6441 ext “0” with any questions or concerns regarding payroll.

We would like to take this opportunity to thank you in advance for your cooperation in this matter.  
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