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Virtual Timekeeping System
HLP Solutions, Inc. uses a Virtual Timekeeping System which allows all of our consultants to easily enter their time regardless of location--they can access this site from any computer.  Because this system is paperless you no longer need a manager’s physical signature, all timesheets email directly to your manager and HLP Solutions.
Note: Timecards are due every Monday morning.

Instructions: 
1. Access the website: https://timecards.hlpsolutions.com/vtimecard/
2. Login using the 1st initial of your 1st name and your full last name (i.e. John Doe: jdoe)

3. Your password will be the last 4 digits of your social security number.

4. Once you are in the system, you will see a calendar. Click on the word “ENTER” for the week you will be entering time for.

5. Under “Project/Type”, click the arrow on the drop-down box and select the project you are on. 
Example:
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6. Click in the box under the correct day of the week and enter your time.
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Note: You are only eligible for Overtime Hours if you are a non-exempt employee, and ONLY after having completed 40 hours within the working week.

7. Double check the total to make sure the hours you are submitting are correct and that overtime hours and regular hours are separated from each other.
8. Finally, click “Submit All Time”. (If you enter your time on a daily basis, you must click on “Save” until you have entered all hours for that week.) 
*Once time is SUBMITTED, you CANNOT make changes.*
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9. Reminders will be sent if time has not been submitted for a consultant in a particular pay period, as well as to the approving manager if it has not yet been approved.
10. Should pay period cutoff fall in the middle of a timecard week, below is how you should format your timecard.
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If you have any questions or concerns about the information provided or any other matter, please contact:

Valerie MacAllister, PHR
HR Operations Manager

vmacallister@hlpsolutions.com 

972-9392-4477
www.hlpsolutions.com

17304 Preston Road, Ste. 960, Dallas, TX  75252 |  Phone: 972-392-4477  |  Fax: 972-392-4499


