Peoplefluent Timecard Guide for Approving Manager
UTHealth has chosen to streamline the timekeeping process for contingent staff through the use of RightSourcing and its technology system, Peoplefluent. 
Once your contingent staff has submitted their timecard, you will receive an email notification from Peoplefluent requesting approval.  You will be required to approve your contingent staff’s time by 5pm every Monday. 
Peoplefluent is web-based, so you can access it from any internet browser.  Upon first login, you will be able to approve from a smart phone. In the event you do not have access to the internet, please notify RightSourcing ASAP.  RightSourcing can auto approve on your behalf.
The following guide outlines how to approve your contingent staff’s time. Below is the web address and your login information. It is recommended to save this link on your computer for easy access.
	Web Address:
	https://vms.Peopleclick.com

	Username:
	 <>

	Temp Password:
	 <>

	Org Id: 
	 <>


Copy the above link into your web browser. Type in your username, password and org id:
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Upon logging into the system, you will be asked to enter a new password and create a password hint question and answer.  (Note: Creating a password hint question and answer will allow you to reset your password if you forget it. RightSourcing can also reset your password.) Click Submit.
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Upon clicking Submit, you will be asked to read and accept the Peoplefluent Services and Software License Agreement:
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o—r] SERVICES AND SOFTWARE LICENSE AGREENENT :’
CMPORTANT. PLEASE READ. IF YOU HAVE AN ACTIVE SERVICES AGREEMENT THAT WAS EXECUTED PREVIOUS

confim [TO SEPTEMEER 5, 2000 THi1S DOCUMENT DOES NOT APPLY TO YOU. THIS DOCUMENT SUPERCEDES ANY
[GREEMENT YOU MAY HAVE WITH ANY OTHER THIRD PARTY REGARDING THE USE OF THE SERVICES

Passwe PROVIDED THROUGH THIS WEE SITE. THIS SERVICES AND SOFTWARE LICENSE AGREEMENT (‘SERVICES
|AGREEWENT) IS ENTERED INTO EY AND BETVWEEN PEOPLECLICK, INC.. THE SUCCESSOR TO i, INC..

Prsemd |("PEOPLECLICK") AND YOU AS LICENSEE ("YOU", "YOUR" OR "LICENSEE"). BY DOWNLOADING, CLICKING

[ACCEPTANCE OR ACCESSING AND USING THE APPLICATION SERVICES YOU AGREE TO THE TERMS OF THIS.
|AGREEMENT. THIS WILL BE A LEGALLY BINDING AGREEMENT BETWEEN YOU AND PEOPLECLICK. PLEASE READ
[THIS DOCUMENT CAREFULLY EEFORE DOWNLOADING, CLICKIIG YOUR ACCEPTAIICE AND/OR LOGGING
INTO AND USING THE APPLICATION SERVICES. IF YOU ARE EXECUTING THIS AGREEMENT ON BEHALF OF A
= [COMPANY, YOU REPRESENT THAT YOU HAVE THE AUTHORITY TO EIND THE COMPANY TO THE TERMS.

2 Cann

[SOVERNING THE USE OF THE APPLICATION SERVICES. THE TERM "YOU" OR "YOUR” REFERS TO THE
n [NDIVIDUAL OR A LEGAL ENTITY, AS APPLICABLE, THAT REGISTERS FOR OR USES THE APPLICATION
[SERVICES. IF YOU DO NOT HAVE SUCH AUTHORITY, OR IF YOU DO NOT AGREE WITH THESE TERMS, YOU
[MAY NOT LOG IN AND USE THE APPLICATION SERVICES. IF YOU DO NOT AGREE WITH THE TERMS AND.
[CONDITIONS OF THIS SERVICES AGREEVENT, YOU MUST STOP USING THE APPLICATION SERVICES oW,
JAND MUST NOT ACCESS THE ABPLICATION SERVICES IN THE FUTURE UNLESS AND UNTIL YOU ASSENT TO
[THIS SERVICES AGREEMENT. AS FURTHER SET FORTH IN SECTION 13, ANY OF THE TERMS AND
[CONDITIONS GF THIS SERVICES AGREEMEIT MAY CHANGE AT ANY TIVE; YOU HAVE THE RESPONSIBILITY
(OF REGULARLY VIEWING THIS SERVICES AGREEMENT EACH TIME YOU ACCESS THE APPLICATION
[SERVICES. THE DATE IN WHICH THE AGREEMENT WAS LAST UPDATED IS LISTED BELOW AND WILL BE
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By clicking on the "I accapt” button you are agresing to the terms of the Services and Softuare Licanse Agrasment in the sbove
vindor.
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Now that you have logged into Peoplefluent, changed your password, and accepted the licensing agreement, you are able to approve time. You may also approve time via your smart phone.

Once your contingent staff submits their timecard for the week, you will receive email notification. (Please note emails may be delivered into your spam the first week. Please add this email address to your approved senders: vmsbatch@Peopleclick.com) 
The email notification will look like this:
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Peopleclick VMS Msg: Timesheet Submitted for
MaryCooper.
Peopleclick VMS Notification [vmsbatch@peapleclick.com]

Extra ine breaks in this message were removed.

Sent: Tue 12/14/2010 11155 PM
o Hillry DeGraffenre

A timesheet for MaryCooper has been submitted
for your approval.

Candidate Neme: Mary Cooper
Client Neme: Kawesh Delta Medical Center Time
Sheet Status: Submitted Time Entry Start Date:
12/65/1@ Time Entry End Date: 12/11/18 Submitted
By: Mary Cooper Approved/Rejected By:

Click link to access timesheet:
nttps://vms.demo.peopleclick. con/Tine/auto_appro
ve reject login.aspx?sic=19828-70453-46348
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You can click on the hyperlink or copy and paste into your web browser.  (Please note, if you have not logged into Peoplefluent before, you cannot approve from your smart phone.)

This link will take you to the Peoplefluent login page. Sign in and you will be routed to timecards awaiting your approval.  Please review hours, cost center and cost. Once finished, click Approve or Reject. If you select Reject, an email notification will be sent to the candidate.  They will make the necessary corrections and resubmit for your approval.
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