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CornerStone Netlink Employee Time Entry Handout
The following document will give you an overview of how enter time within the CornerStone Netlink Employee Portal.
Below is a picture of the Home page. This is the first page that you will see once you have logged into CornerStone
Netlink.

To enter your time, you will need to navigate to your assignment. You can do this by clicking on Details located under
your Current Assignments.
This will take you to the Assignments page where you will see a complete list of all your assignments in the box on the
left hand side of the screen. When you click on you current assignment, you will see all the details of that assignment in
the box on the right hand side of the screen. To create a new timecard, click "Create NEW timecard for this
Assignment" located in the box on the right hand side of the screen.
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(continued)

Make sure the week is correct, select the Reg paycode and click the Confirmation button.

When you see the following screen, click the Create Timecard button.

When you see the following screen, click the View Timecard button.
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(continued)

Enter the time you arrived, how many minutes you took for a lunch break and what time you left into the correct fields
and then click the Save and Close button if you have more hours to enter the next day. If you are done entering hours
for the week, click the Submit Timecard button.

You will know your timecard was submitted when you see the following message. Click on the Close Window button
when finished.
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(continued)

If you did not submit your timecard and you will be entering additional hours, the next time you log in, you will click on

Needs Attention located on the left hand side of your Home page under Timecards.

Click on the Edit/Submit button in order to get back to your saved timecard then follow the instructions on page 3
regarding how to enter your time and submit your timecard.
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