
Consultant Timecard Portal Instructions 
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1. Enter your login Credentials 
2. Select Employee Portal 

3. Select Time Card 



 

 

 

 

4. Select “Add to add 
time for each day 

7. Click “Add” on the same 
day to input your time in 
and out for the same day if 
taking a lunch and click 
save. 

8. Continue to add time for 
the week. 

5. Insert time In and out. Do 
not calculate the hours, this 
will calculate for you. 

6. Click Save 


