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EDIT A TIMESLIP (HEALTHCARE DELIVERY ORGANIZATIONS “HDOSs”)

Need to edit a Timeslip? Follow the below steps.

Write down the name of the staff member booked to the order. If possible, also write down/copy the timeslip number. When ready:

1. Clickthe Timeslips tab.
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2. Inthe Searcharea, enter the Timeslip Number and/or the

staff’s First and Last Name (partial or full). Then, click the i
Search button. If you do not know this information, use — —
the remaining fields to narrow results. . -
Status defaults to Submitted and Disputed, which are the best settings z 2 - = e .
to locate an editable timeslip. Expand or clear the From/To date range -
tO bfoaden results, Timeslip Order & Staff Name 3 Facility 3 Unit/Department & Shift Date & Time & Total Hrs OT Hrs Status
3. Click the blue pencil Edit icon (ft) to edit_ 52913-5 3356259 Ingram. Blanche Dickensian Non-Clinical Administrative Office 0700-1530 8.0 None Submitted
V. 494-5 3356259 Ingram, Blanche ickensian Non-Clini 0600-1500 8. Nor bmitted
& Your ability to add timeslips depends on the user rights assigned to # sousses /2 logumanche oS a0 None S
you. Ifyou do not have the necessary user rights, contact your
organization's Shift Wise Administrator.
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4. Fromthe Timeslip Edit page, modify the necessary fields ST Wise — S
within this section, then click the Recalc Hours button. :
Timeslip Edit A Prior st agdsun [l weasunp Returs
For Long Term times/ips, the Shlft Date defaults to the last date Of Timeslips for Work on Order 3356259 for AM on 02/25/19 Dickensian Non-Clinical
the contract; adjust as needed. Enter Start/End in military time. PO e e o —
5. Add or modify Bill Hours and Bill Expenses. Click the g e N R . _— I
Add link to upload documents. It’s also recommended mam 77000080, P e e o sza"’“sis'm s"i";m o e
to Add Note. -r:me;ﬁpswusa-smmmw Bronte ncy LLC (Demo/QA Account) : : e ‘
osit: — B T -B Start: Erecale b stery
/N Ifyou add new line items within Bill Hours and/or Bill Expenses before coscore s e i —
clicking the Recalc Hours button, those new additions will be deleted. e oo 251
6. If necessary, change the Status (e.g., Approved, — s e RN
Disapproved). — - e
7. Clickthe appropriate action button to finish. .
Bonuses:

8. Clickthe Resources tab for additional learning content.

Timeslips can be edited up until the moment your organization approves. Upon approval, the system includes it within a

pending Supplier statement, which is then reviewed by your associated Supplier (staffing agency). If necessary, the Supplier
can dispute timeslips from the statement, which your organization must then review and re-approve. When all timeslips on the

statement are accurate, the Supplier must accept the charges and submit it to your organization for final approval. An Invoice
number is then generated.

9. ForLongTerm orders, click Add Shift to add a new
timeslip related to the order.
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