
Getting Started with 247Toolset 
Entering Timesheets 



Note: 
You will see 247Toolset’s graphics 
and color scheme to demonstrate 
this process, but the steps are 
exactly the same for every portal. 



Entering Timesheets 

Log in, if you’re not already logged in, and click on My 
Profile to find your way to the Dashboard. There, you’ll see 
“My Current Assignments.” 



Entering Timesheets 

Click on the assignment in the list for which you need to 
enter timesheets. 



Entering Timesheets 

Click on the “My Timesheets” tab. 



Entering Timesheets 

Click “Add Timesheet.” 



Entering Timesheets 

You can enter as many as seven days at a time, then click 
“Save.” 



Entering Timesheets 

Once entered, you can edit or delete them, unless they are 
already invoiced. 


