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How to Upload your timecard to the Portal-shift worked: CLICK UPLOAD  
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Select Timecard and Rotate and crop Timecard, to right side up.  Make sure the Timecard is filled out 

with Name, Date, Specialty, Shift times (in and out, and lunch deduction) Signed by Supervisor.  

Click Submit. 
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If you need to Edit your time (click Edit blue box).  If the timecard is uploaded, and no edits needed, 

then click Blue box (Next).  

 

 

 

Add any comments under the section, if applicable.     (Example- No lunch with a reason why) 
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If you are ready to submit your timecard, Click SUBMIT! 

 

You will get a pop up that Timecard has been uploaded.   

Then you will see the completed shift/ timecard in Gray on your calendar.   

See Below: 

 

You are Finished.   


