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After a Talent has been added in BOLD, this is the process used to
pay them:
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l. View Timesheets in the Timesheet module

» Select Timesheet > Select a Company > Set Job Status = A//

> Select a Contractor > Select a Time Select option, and click
GO!

¢ Click on View Timesheet for the applicable Week Ending

Timesheet Manager
Timesheets awaiting your approval

£ No timeshests are awaiting your approval

Search for Timasheats

— e . o

Timeshest status. Position Consutant WeekEng. SUDMItD.  ApproVe_  Work Wk Swoig. Over  Double Addl.  Addl.  Totol

2. In the Timesheet screen, enter the applicable hours and
select Save Timesheet. A message will appear at the
bottom of the screen verifying that the timesheet has been
saved, but not yet submitted.

https://avionteboldsupport.zendesk.com/hc/en-us/articles/4408674045459 2/7



10/19/21, 11:27 AM

Process Timesheets in BOLD and transmit them to Back Office — Avionte Bold

Seorch  Expense

Timeshest penies  2geney

Wesk snding: Sun Jun 27 202

Mon in 745 AM
Mo Out 530 PM

Consultant: Michoel Pyatt

UN 26 2021 Cor

e[GO
Breakstort
Break End

Tue Out 5:30 PM

Baack 16 Trmesh

Week Ending Jul 04 2021 [+ For ot

Company: Sprouts Farmers Market

Wodnesdey Jun 30202 | ciex
wedin | GEOONSKA
Brook Start
Break End
wedour (ISP

wanager: Shawn Roush

Thuin B15 AM
Breek End

Thu Gut 530 PM

Regular Hours

46.25

Job Title: Grocery Packer  Job Dates: 8/31/20 - 12/31/22

riccy Jul 02 2021 S

Friin B15 AM

Brack Start

Bregik End
FriOut 515 PM

week acing sun sun 202 ([

satn sunin
Break Start Broak Start
Break na Breat Eng
BEreak 8 sreai QBrock & broak
sat cut Sun out

Sove & Submit Timesheet £ SubmIt Zero Houts &

Saved! Vour

3. Submit the timesheet by selecting Save & Submit
Timesheet.

So0Teh  Expanso Ropom

B v~orosnanzizon weeksnsrg sunun 20 ([
Week Ending Jul 04 2021 [ o= | zeewen |
Consultant: Michael Pyatt  Company: Sprouts Farmers Market  Manager: Shawn Roush  Job Title: Grocery Packer  Job Dates: 8/31/20 - 12/31/22
Monday Jun 28 202 Cear sesciay Jun 30 2021 WWednesday Jun 30 2021 Gew Thursdary Jul 01 2021 2021 Saturday b 03 2031 Sunday Jul 04 2021
vonin  [RAGAM Tua In B:00 AM wedin | [BO0AM Thuin 815 AM 815 AM satin un In
Break Start fBreck Start Brack Start Brack Start Break Stort
Break fnd areokEnd Break Enel Breck End Break el erack tndl
o v [or o]

Monou:  [SESOIPNA weout  [SEOPM wed out | [ AASIPM mucu S0P nou TSN Sot Qut

2 vecue | o= o [ 23 recuar | o=

Regular Hours
Sove & Suomit Timeshaet & Submit Zero Hours 3
Saveal our timeshest has baan saved, but Aot yat submittsd To subm. ek the Sove & Submvt bulton above

4. A popup titled "Submit Hours" will appear. To verify the
submission of the timesheet, select Submit Timesheet.
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Submit Jul 04 2021 timesheet to your manager
or timesheet approver.

Noticel By submilting thass hours, you
reprasantotion of tha time o

5. The timesheet screen will appear again. To approve the
timesheet, select Approve Timesheet.

myDasrocors  Jooe  Tola Componics Agoncy  Documents  BOCKOMIcS  APCHYZS [ - o

Voo onding: Sun Jun 71 202

Wk encing:Sun Jul 112021 n

Week Ending Jul 04 2021 | = @ | [ o @ | [ roreeost |

Consultant: Michael Pyatt  Company: Sprouts Farmers Market  Manager: Shawn Roush  Job Title: Grocery Packer  Job Dates: 8/31/20 - 12/31/22

Monday Jun 28 2021 Tussday Jun 20 2021 Wosnasday Jun 30 2021 Thussdeary Jul 01 202 Fricary il 022021 Saturday Jul 03 2021 Sunday Jul 04 2021
Mon In 7:45 AM Tuein 8:00 AM Wedin 8:00 AM Thu in 815 AM Friln BI15 AM St In Sun In
monout  5:30 PM Teout | 530 PM wedout 445 PM Tuocw  5:30 PM Fiowt  515PM sotout sun cut

== =3 == =3 =3

Regular Hours

46.25

6. A popup titled "Approve Timesheet" will appear. To verify the
approval of the timesheet, select Approve Timesheet.
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Approving hours for week ending: Jul 04 2021

MNotes

s acticn

7. Process the timesheets by going to the Back Office tab and
selecting Process Timesheets.

Agency  Documents | BockOffioe | Analyze f O i Typetoseoch a

Back to Timssheat Managsr Wieak ending: Sun Sop 13 2020 .

Week Ending Sep 06 2020 | ~or= @ | | v @ | eorevont

Consultant: Michael Pyatt  Company: Sprouts Formers Market  Manager: Shawn Roush  Job Title: Grocery Packer  Job Dates: 8/31/20 - 12/31/22

Mondey hug 313010 Tossday Sap 01 2020 Wedinasday Sap D7 3170 Thursday Sap 03 2020 Fridoy Sap 04 2070 Saturdiay Sap 05 2020 Sundiay Sap 06 7070
Monin 745 AM Tueln  8:00 AM Wedin 815 AM Thuin | 7:45 AM Friln 8:00 AM satin sunin
monout  5:00 PM Tusout 515 PM wedout 530 PM Thuout  5:30 PM Fri out 445 PM satout sun out
[ 25 eagi= | [ 15 evgur | = s e |

Regular Hours

46.25

i timesest s e approved on
B 10/5/2 1053 au amanotcasns nave
vyt

8. The Process Timesheets screen will appear. Enter the fields
on the Contractor Pay Filters including the Employer, Week
Ending Range, Placement Type, and Employment Type.
Select Run Report.
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Process Timesheets

9. A list of timesheets is displayed. Select the one for your
Candidate, or all candidates by using the select box at the
beginning of the transaction, and select Process [# of]
Records.

f 0 [=}

Select from the Timesheets below to include them in the pay process

Timashest

Job Titke Week End candidate Regular Hours Overtimetous
24,200 redrick Robbins 24 (]

24,202

Grocery Pucker  Jul4, 202 Michael Pyat 4625 ]

10. Select the applicable accounting period and click Select.

Select Accounting Period

Jul 4, 2021 i

The Timesheets Processed dialog appears.
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Timesheets
Processed

| Timesheets have been processed.
Transactions have been created in
the Open tab of Time Entry under the
Jul 4, 2021 Accounting Period.

Click Close.

11. Later, your candidate can be accessed via the path Back
Office > Time Entry > Open.
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