Instructions for Timecard Submission
Submit all time by 6PM on Friday

1.  Go to the TimeCard link on Andiamo! Group’s website (www.Andiamo-Group.com Find a Job / Temporary)
2.  In the Client Name or ID Field, type “AndiamoGroup” – this is case sensitive.  

3.  Click “Submit”
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4.  Enter your Username and Password (case sensitive – employees – your username is all lowercase) as given to you by your recruiter.  If you do not have one, please call Jessica at 415.374.8020 to have a Username and Password set up for you.
5.  Click ‘Login”
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6.  Click on “Time Sheet”
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7.  Today’s date is automatically displayed.  To enter time for days other than today, change the Pay Date Range in the dropdown box to reflect “Current PayCycle”
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8.  Enter your time using “A” for AM and “P” for PM.  (Ex. “8A” for 8:00AM or “8:30A” for 8:30AM; “12P” for noon).  If you took a lunch, your first “Time Out” should be the time you left for lunch, and your next “Time In” should be the time you returned from lunch.  You do not need to enter in the # of hours, as this is an automatically calculated field.  


DO NOT enter an Earnings Code.  This will override any mandatory Overtime calculations.

9.  If you are using the “This Week” schedule, to add a row for your lunch start and end, click on the “+” sign next to the day of the week or click on “Preferences” and change the “Number of Blank Rows” to (2).
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10.  If you want to add a note to your timecard, click on the “Note” button at the end of the time row.

11.  Press “Submit” when you are finished.
12.  Underneath the “Preferences” dropdown, you should see the words “Operation Successful”.
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Questions?  Call Jessica @ 415.374.8020

