Navigating the CFS Web Portal
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CFS web Portal

Users should click on the "CFS Web Portal" link from the appropriate tab, ie. Employers should click
from the Employers tab and so on..

Once the user has clicked on the CFS Web Portal link, they will be brought to the Log in page and will
be prompted to enter the User Name and Password and then click the blue bar labeled "log in"
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If the "Employer" is accessing the portal - Once the Employer's User Name and Password have been
entered, the user immediately has access to the budget and the ability to enter / approve timesheets

= -

Jartipardzigantt O - a;m-m-nm

1§ ) Equifax Pusonat Solutions... [ Suggered Stes v 3 Web Shue Dadlery v 5~ v 1 @ v Pagev Safetyv Toolsv @~ | o i

Budget  Timeshest
Max Max
Procedure cnde ;:" e Hate e ng lnits Amaount Begin Fel Flaral year
/Day fDay
ToTAL 118358 72,515 84
TFROATUGUC - Community Bving S g qp 1.00 25,560.41 ©5/13/2815  0S/12/2016 2615
uppart - Daily
s : =
TEliTUBUG < Community Accesel oagy 100 ses0e 2P sy 05/12/2015  05/12/2015 2015
ndividual *
fi?““c * ResplleiServices - Over 3 96.00 374600 2400 2,304.00 05/13/2015  OS/12/2006 2015
::“"“’ ug = FinseciaSupro SeTvie 12 7500 80000 12.00 260,00 03/15/2015  05/1%/2016 2015
;:::5”"'" - Specialized Medical Sup 500 1.00 500.00 500.00 500.00 05/13/2015  G5/12/2016 2015
TZS0SUC - Community Uing S s 0 seosoe %90 saosae AS/43/2015  O5/12/2016 2015
upport - 15 Min ¢

p—
htige

fapumt conbmiumh com cherl pari "w_..._ ]

| @ bup/ichgonalcontmuumiscomvdimtipanicpant O - G & INT - Continuum

¥ Equifax Personal Solutions.., [ Suoneied Stes v 8] We Shas Gefry v

Budget Timneshest
sl e
Worked Employee Procedure Code Units Amcunt Status Start Time  End Time
YOTAL 5357111 5731990
T2025:UB:UC - © i e
03/31/2015 025:U8:UC - Community Access Individ 51.18 61.18 Fa};mﬁm Pe 10:30 M 02:00 B
ual Réing
08/30/2015 T2023,Us:Ue - Comatmity: Living Support 124,49 125.40 PYTEEFR o0 a0 am caizoem
- Daily nding
08/26/2015 TE023 VoG - Communiy LVInd Bupport 124,49 124,93 PAMENFE o000 am o500 FM
- Daily nding
P ;
02/28/2015 Tabz5:ug:te = commbialty, Uying Supmot 124,49 124,49 PRYTRMEPR opso A osine e
- Daily nding
08/22/2015 T20:5;16:0 = Commylnity: Living Support 124.49 124,49 PIMERFE 4000 osi00PM
- Daity nding
08f26/2015 T2025:U6:0C.~ Community Living Suppars 124,49 124,49 PUMENEPR oo ni osiopew
- Daily nding
s T2625W6:UC - Commiity Living Support S T
- Daily nding
08/ 24/2015 T2025:UB:UC - Community Access Individ diee 51_1s'panMt Pe 10530 AM 03100 P
il nding
; T2025:UEUC - i .
08/23/2015 GISIUGIMC ~ Communlty Living Support 124,49 12498 PATEEPE o0 am  osimoRM
- Dally nding




Entering Timesheets Via Web Portal

1. Select The Timesheet Tab
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2. Select The Pay Period - select the pay period for which the employee has worked
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Next - Select "Add Entry" - You will be brought to a page to add employees time
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5. Next, select the appropriate service form the Procedure Code drop down tab
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7. Once appropriate times worked has been added, select "save and add" if additional dates and
times need to be added. Once all dates and times have been added, select "save"
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8. Once you select "save or save and add" you will receive notice that the date and time has been
added. If the date and time is correct, select OK
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9. You will now be brought to a summary page where you may approve or other wise review and

edit the time you have entered
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11. Once you have selected the rows, you want to APPROVE, select the "Change Status" tab
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13. Status will change once you select APPLY
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14. EDIT - If you have made a mistake and would like to edit your timesheet, you should select the
entry you want to edit by clicking the rows you want to edit and click the "Edit Entry" tab. Once you
have made your edit, select SAVE
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15. Delete - To delete an entry, select the rows you want to delete and select the "delete entry" tab.
Confirm and select Yes or cancel
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