
Job Aid: Submit Time and Expense on behalf 

of a Worker

The purpose of this job aid is to help a 

Supplier learn the process of Submitting Time 

Sheets on behalf of a Worker. 

Tasks

a. Locate Time Sheet from the Main Navigation Page

b. Search and/or Filter for applicable Time Sheet

c. Add Tasks and Hours to Time Sheet for each day and appropriate Rate

d. Submit Time Sheet

Key Terms

Time Sheet: A tool used to record employee working time and activities

Task Codes: Alphanumeric designations  for specific buyer-defined activities to which labor hours and 

currencies are allocated in a time sheet. 

Contractor Talent Portal

Suppliers

Submit Time Sheets

1



1

2

To Submit a Time Sheet on 

behalf of a worker select Worker 

from the Navigation menu on the 

left side of the screen.

Select Time Sheet from the 

drop-down menu.

3

Contractor Talent Portal

Suppliers

Submit Time Sheets

Select Draft Time Sheets at the 

top of the page.

Filter or Search for a Draft Time 

Sheet using the filters 

highlighted:

 -Date

 -Worker

 -ID

 -Site

4

1

2

3

5

5 After selecting Filter or Search 

method, click Apply Filters.

4

2

*Note: Search columns can 

be re-sized to 

see additional details.



6 After selecting desired Worker, 

click Time & Expense Tab. 

Click Edit in the upper right-hand 

corner.
8

Contractor Talent Portal

Suppliers

Submit Time Sheets

7
Select a Draft Time Sheet by 

clicking on the ID link.

6

7

8

3



9

Enter appropriate Hours for each 

Rate category: Standard Time 

(ST), Over Time (OT), and Double 

Time (DT).

Do this for each day of the week.

If another task is needed, click Add 

Task.

*Note: OT is calculated in the 

system based on 40+ hours 

worked in a week. Suppliers will 

reference their contract with TVA 

when entering DT.

13

Contractor Talent Portal

Suppliers

Submit Time Sheets

Scroll down to the Billable 

section.

14
When Time Sheet has been 

completed, click Submit, or 

Complete Later.

9

10

10 Select Add Task. 

11

11

When the pop up appears, 

select the desired Task.

12

12 Select Add Task to add to the 

Billable section of the Time 

Sheet.

13

14

4

When the page refreshes, select 

Submit to successfully Submit 

the Time Sheet.

15
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Job Aid: Submit Time and Expense on behalf 

of a Worker

The purpose of this job aid is to help a 

Supplier learn the process of Submitting Time 

Sheets on behalf of a Worker. 

Tasks

a. Locate Time Sheet from the Main Navigation Page

b. Search and/or Filter for applicable Time Sheet

c. Remove unwanted Task Code from Time Sheet

d. Add appropriate Task Code

e. Enter appropriate Hours for each Day and Rate

f. Submit

Key Terms

Time Sheet: A tool used to record employee working time and activities

Task Codes: Alphanumeric designations  for specific buyer-defined activities to which labor hours and 

currencies are allocated in a time sheet. 

Contractor Talent Portal

Suppliers

Submit Revised Time Sheets

5



1

2

To Revise a Submitted Time 

Sheet select Worker from the 

Navigation menu on the left side 

of the screen.

Select Time Sheet from the 

drop-down menu.

Contractor Talent Portal

Suppliers

Submit Revised Time Sheets

Filter or Search for an Invoiced 

Time Sheet using the filters 

highlighted:

 -Date

 -Status

 -Worker

 -ID

 -Site

3

1

2

4 After selecting Filter or Search 

method, click Apply Filters.

43

6



5
Select the applicable Time Sheet 

by clicking ID link.

o To Revise a Time Sheet, be 

sure the Time Sheet status 

is Invoiced.

o A Time Sheet cannot 

be revised if it not in 

"Invoiced" status.

o If a Time Sheet is not 

invoiced, the Supplier 

can withdraw the 

Pending Time Sheet to 

modify and re-submit or 

await the Hiring Manager's 

approval or rejection to 

proceed with the Revision.

Contractor Talent Portal

Suppliers

Submit Revised Time Sheets

When the Time Sheet displays, 

click Actions drop down menu 

in the upper right-hand corner.

6

7
Select Revise from the drop-

down menu.

6

5

7

7



8
When the Time Sheet displays, 

scroll down to the Billable 

section under Time Worked.

Contractor Talent Portal

Suppliers

Submit Revised Time Sheets

When the Add Task pop up 

displays, select the desired Task 

Code.

o You can utilize the Filter 

option to search for Cost 

Center or Taks Codes.

11

12 Click Add Task in the bottom 

right-hand corner.

o Repeat those steps to add 

as many new Tasks as 

needed.

8

9
Click the Red X next to the task 

code that needs to be removed 

or revised.

9

10
Click Add Task to add a new 

Task Code.

10

11

12

8



13 Once the new task(s) are added 

to the Time Sheet, enter the 

hours for each day and rate 

appropriately.

o ST – Standard Time

o OT – Overtime

o DT – Double Time

Contractor Talent Portal

Suppliers

Submit Revised Time Sheets

Scroll down to Time Sheet 

Fields and Select a Reason 

from the drop-down menu.

14

15 Add optional comments. 

13

14

15

16 Upload any necessary 

Attachments by clicking Add 

Attachments.
16

17 Click Submit or Complete 

Later.

17

9



18
A confirmation message will 

appear, click Submit to officially 

submit Revised Time Sheet.

Contractor Talent Portal

Suppliers

Submit Revised Time Sheets

10

18

19
A Success message will appear 

to indicate the Revised Time 

Sheet has been successfully 

submitted.

The Time Sheet will be routed to 

the Hiring Manager for 

approval.
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Job Aid: Submit Expense Sheets on behalf of a 

Worker

The purpose of this job aid is to help a 

Supplier learn the process of Submitting 

Expense Sheets on behalf of a Worker. 

Tasks

a. Search and/or Filter for Worker

b. Create Expense for Worker

c. Select Expense Codes and complete Expense details

Key Terms

Expense Sheet: A form for reporting expenses for reimbursement that is completed and submitted 

online by a worker. 

Expense Code: Categories of expenses, designated by alphanumeric codes, that allow for expense 

categories to be assigned to cost centers. A buyer creates expense codes such as travel or mileage that 

workers can enter their expenses against. 

Contractor Talent Portal

Suppliers

Submit Expense Sheets

11



1

2

To Submit an Expense Sheet on 

behalf of a worker select Worker 

from the Navigation menu on the 

left side of the screen.

Select Work Order from the 

drop-down menu.

3

Contractor Talent Portal

Suppliers

Submit Expense Sheets

Filter or Search for a Worker 

using the filters highlighted:

 -Date

 -Worker

 -ID

 -Site

1

2

4
After selecting Filter or Search 

method, click Apply Filters.

3

4

12

5
Select the applicable Worker 

Order by clicking on the ID link. 

To Create an Expense Sheet, 

the Work Order Status needs to 

be Confirmed. 

5*Note: Search columns can be 

re-sized to see additional 

details.



6

Contractor Talent Portal

Suppliers

Submit Expense Sheets

In the upper right-hand corner of 

the screen click Actions.

7
From the drop-down list, select 

Create Expense Sheet.

7

6

13

8 When the page refreshes, select 

the appropriate Expense Code. 
8

9
Scroll down to the Billable 

section.

10
Enter details specific to the 

Expense:

o Date of Expense

o Merchant

o Description

o Expenditure Type

o Amount

Select the Paper Clip     icon to 

attach a receipt to the Expense.

9

10



Contractor Talent Portal

Suppliers

Submit Expense Sheets

14

11 Enter Comments as necessary.

11

12 Are the entered Expenses in line 

with the GSA Contractual rates? 

Select Yes or No under 

Expense Validation. 12

13
Attach any necessary 

Attachments.
13

14
Click Submit to Submit Expense 

Sheet.

14

15
To Submit Expense Sheet, click 

OK.

16 A Success message will appear 

to indicate the Expense Sheet 

has been successfully 

submitted.

15

16



Job Aid: Submit  a Revised Expense Sheets on 

behalf of a Worker

The purpose of this job aid is to help a 

Supplier learn the process of Submittinga 

Revised Expense Sheets on behalf of a 

Worker. 

Tasks

a. Locate Expense Sheet from the Main Navigation Page

b. Search and/or Filter for Worker

c. Revise Expense Sheet by removing Expense and adding correctly revised Expense

d. Select correct Expense Codes and complete Expense details

Key Terms

Expense Sheet: A form for reporting expenses for reimbursement that is completed and submitted 

online by a worker. 

Expense Code: Categories of expenses, designated by alphanumeric codes, that allow for expense 

categories to be assigned to cost centers. A buyer creates expense codes such as travel or mileage that 

workers can enter their expenses against. 

Contractor Talent Portal

Suppliers

Submit Revised Expense Sheets

15



1

2

To Revise an Expense Sheet on 

behalf of a worker select Worker 

from the Navigation menu on the 

left side of the screen.

Select Expense Sheet from the 

drop-down menu.

3

Contractor Talent Portal

Suppliers

Submit Revised Expense Sheets

Filter or Search for an Expense 

Sheet using the filters 

highlighted:

o Date

o Status

o ID

o Worker

o Site

o Buyer

1

2

4
After selecting Filter or Search 

method, click Apply Filters.

3

4

16

*Note: Search columns can 

be re-sized to see 

additional details.



5
Click the ID link of the applicable 

Expense Sheet that needs 

revision.

6

Contractor Talent Portal

Suppliers

Submit Revised Expense Sheets

When the Expense Sheet is 

displayed, select Actions button 

in the top right-hand portion of 

your screen.

7 Select Revise from the drop-

down menu.

5

7

6

17

*Note: Search columns can 

be re-sized to see 

additional details.



8 To revise the Expense, edit the 

required fields: 

o Merchant

o Description

o Expenditure Type

o Expense Amount

To completely remove the 

Expense, click the X icon.

9

Contractor Talent Portal

Suppliers

Submit Revised Expense Sheets

Select a Reason from the drop-

down menu.

If "Other" is selected, add 

comments to explain.

10 Enter Comments as necessary.

8

10

9

11

11
Select Yes or No, for Expense 

Validation.

12

12
Attach any necessary 

Attachments by clicking the 

+Add Attachments button.

18



13
Click Submit to submit the 

Revision.

Click Complete Later, if needed

Click Refresh to restart.

15

Contractor Talent Portal

Suppliers

Submit Revised Expense Sheets

A Success message will appear 

to indicate the Expense Sheet 

has been successfully 

submitted.

The Expense Sheet will be 

routed to the Hiring Manager for 

approval.

13

14

14

A confirmation message will 

appear, Select OK to Submit 

Revised Expense.

15

19
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