Step 1: Login
- Go to the following website: https://timetracker-online.ghg.com/login.jsp

- User Name: lastnamefirstinitial
(example: John Doe would login as “doej”)

- Password: the same as your login
(this can be change after your initial login)
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Step 2: Look for Timesheets

- Click on “Client” (top left corner) to show your available links. This is where you can change your password by clicking on “Change Password”.
- Next click on “Review Timesheet” (below Client) to see if there are any timesheets ready for you to approve.
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Step 3: Open Timesheets Ready for Approval

- You have many filtering options on this page. You may filter by “CUSTOMER” which would be the projects you have running. You may filter by date, or you may filter by

Timesheet Status. (ie. Approved, Ready, View All, etc.)
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Step 4: Filter and View Timesheets
- After you filter, the screen will show the names and statuses of each timesheet in your queue.

- Next you want to click on the timesheet you want to view or you may select multiple timesheets and click on “Open All Selected” to view more than one. This step will take
you to the timesheet.
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Step 5: Approve or Reject Timesheets
Once you have selected a timesheet you can view it for accuracy.

APPROVING:

- If the hours are correct, then you will go to the “Client Manager” Drop Down Box above the hours, and choose APPROVED, which signifies your signature.

REJECTING:

- If you disagree with the hours and want to REJECT them, please contact the person you requested the resource from.
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