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TIMESHEET ENTRY PROCESS 
Every engaged candidate is required to enter weekly timesheets into the web-based system.  
The work week for the IT Staff Augmentation Contracts is defined as Sunday through Saturday. 

Please note: Candidate timesheets must be entered by noon on Monday each week. 

Login to Peopleclick 
 Open internet browser 

 Enter appropriate URL 

 Enter Login Information 

 

Please note: When a candidate is engaged, the tool will automatically send a series of emails, 
complete with specific login information.  These emails should not be deleted. 
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Enter and Submit Time 
Each candidate will be resourced to at least one project within the web-based system.  Only 
billable time should be entered against the project.  The following screenshot illustrates how to 
submit a timesheet. 

 

All timesheets will be approved by a designated Agency user.  If the timesheet is rejected, a 
corrected timesheet may be submitted for approval.  The correction/submission process will 
continue until the timesheet is approved. 

Missing Timesheets 
Reports will be run each Monday to determine who has not entered a timesheet for the prior 
week.  Engaged candidates will be contacted via email and phone if timesheets are missing. 
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EXPENSE REPORT ENTRY PROCESS 
If it is determined that a candidate’s expenses are reimbursable through Peopleclick, you must 
enter them into the web-based tool, much like submitting a timesheet.  And, like the timesheet, 
expenses should be entered every week by noon on Monday. This section illustrates the process. 

Login to Peopleclick 
 Open internet browser 

 Go to https://vms.peopleclick.com 

 Enter Login Information 

Access the Expense Report Section 
You can enter the expense report section of the tool through the Timesheet page. 
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Add a New Expense Report 
A new report can be accessed by following the screenshot below. 

Enter and Submit Expense Report 
The following screenshot illustrates the process for submitting an expense report. Please be sure 
to submit only those expenses that can be reimbursed and remember to attach all applicable 
receipts with your Peopleclick Expense Submission.  If there is a question on what is 
reimbursable or what documentation is required, please contact your vendor representative. 
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CONTRACT ASSISTANCE 
If you have any questions or need assistance, please free to contact the Help Desk that has 
been established for each contract.  Contact information is as follows: 

 Arkansas: Arkansas_Help@compaid.com or 800-635-5138 

 New Castle County, Delaware: NCC_Help@compaid.com or 800-635-5138 

 New Jersey: NJ_Help@compaid.com or 800-635-5138 

 Pennsylvania: CWOPA_Help@compaid.com or 717-651-3221 

 Virginia: SMSA_Help@compaid.com or 804-343-3808 

 

 
 


