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e GO to: https://therapysource.timesheetportal.com

e Logintoyour Timesheet Portal account.
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Access Your Timesheets

o After logging in, you’ll be taken to My Timesheets, where all
available timesheets are displayed and organized by school.

e Click Create/View Timesheet to start a new timesheet.
o Please note: You must create a new timesheet for each school.
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Add Students & Earn Codes Therapy
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e Click Add Student.

e |[f you are entering late billing or billing for more than one week, be
sure to update the calendar to reflect the correct billing dates.

Th era py Dierks Bentley (@,
1 L jkraycar1979@gmail.com -
staffing solutions

Back Submit timesheet Search

page, you will see the schools which you have time to submit to when on the correct week when services were rendered. 4.
ﬁ\ Home Always start with "Add Student”, that will create you time input row, if you do not have a set student there is an option after
pressing "Add Student” to select "No Student”.
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Client: Pennsylvania Leadership Charter School (PALCS)
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0 Click "Add Student' to select a rate and add time to your timesheet

Additional info:




Add Students & Earn Codes cont.

e Next, you’ll see two dropdown menus: “Rate” and “Student.”
o Rate: Select the applicable earn code(s).
o Student: Select the student(s) linked to the job code and school.

e Click Add to Timesheet.
e |f applicable, you can add multiple earn codes for each student per week. Each
time you select a new earn code, you will need to click Add to Timesheet.
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Adding Notes

e Click Notes to enter notes (if required.) You can add notes per day, per
earn code.

* Please Note: Any notes entered are viewable only by Therapy Source
and are not sent to the school or client.
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Uploading Attachments Souré

e |f required, click Attachments to upload any attachments.
e Then, click Upload file, to add the files to the timesheet.
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Submitting Your Timesheet

e When you’re ready to submit your timesheet, click Submit.

» Please note: Once your timesheet has been submitted, you will no longer

be able to make changes.
e |f you need to save and submit at a later date, click Save draft.
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Timesheet Management

e Click Timesheet Management to access your saved drafts or past
timesheets (including rejected timesheets).

e To access and submit a draft: select Draft in the Status Dropdown.

Once you see the draft, click anywhere on its entry in the list, then

submit whenever ready.
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Timesheet Management

e Quick Tip: Always check within 1 business day to make sure none of
your timesheets were rejected.
o You can view rejected timesheets by selecting Rejected in the
Status Dropdown. Any rejected timesheets will show here.

e Click on the rejected timesheet to make any corrections before
resubmitting.
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