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WEB CENTER TIMESHEET SYSTEM 
Congratulations on your assignment and thank you for allowing Accentuate Staffing to assist you in your career!
Web Center is an internet based timesheet system that gives you control over entering your hours worked.  Time can be entered and saved on a daily or weekly basis.  You will also be able to view your weekly paystubs via Web Center. 
**Approved hours need to be submitted in Web Center by Mondays at 5pm for the previous week worked in order to guarantee that your hours will be processed in that week’s payroll.  
Here is a link to a brief video tutorial on how to enter your time:  https://youtu.be/tsmXlFwPwYA
Directions:
· How to log into Web Center: 
· Go to www.accentuatestaffing.com
· Select “Employee Login” at the top of the page:
· “Submit Timesheets / View Pay Stubs”  
· Once logged into Web Center, select the “Assignments” tab, located at the top right corner of the page:
· Select “Create NEW timecard for this Assignment” 
· A new window will open.  
· Make sure and select the correct work week for the hours you are entering.  If the date is incorrect for the week you are trying to enter, click on the small “Change” hyperlink located directly under the calendar icon.  The calendar icon and “Change” option are located to the left of the date range.  
· Once the dates are correct, select “Confirmation” 
· Select the option to “Create Timecard”
· Select “View Timecard” in order to open your timecard and enter your hours.  
· Enter your hours for the appropriate days and times.  (Enter time in and time out each day, as well as time in and time out for lunch). 
· Once your hours have been entered, select “Submit Timecard”.  
· A window will pop up letting you know that your timecard has been submitted.  You can then select “Close Window” 
· You will receive an email from noreply@accentuatestaffing.com  confirming that your hours have been submitted for approval by your supervisor.  
· You will receive a second email from noreply@accentuatestaffing.com once your timecard has been approved by your supervisor.  
· Please make sure and have all hours submitted and approved prior to Mondays at 5pm to ensure your paycheck will be processed correctly.  
Q & A:
· When will I receive my pay?  Accentuate Staffing releases direct deposit funds by the close of business on Wednesdays.  Please contact your bank directly with questions regarding availability of funds.  All employees are required to have direct deposit or be issued a pay card.  
· What if I miss the payroll deadline?  Missed payroll deadlines and procedures will result in your paycheck being included in the following week’s payroll run.     
Payroll Contact:
timesheets@accentuatestaffing.com Caitlin Shepard 919-844-2900
