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Talent Portal and Timesheet User Guide 

Welcome to the GoodTemps Talent Portal! You will use the Talent Portal to submit your weekly timesheets. 

The Talent Portal also enables you to update your profile, experience, and emergency contact information.  

Getting Started 
You will receive an email invitation sent from GoodTemps with the subject “You have been invited to the 

GoodTemps Talent Portal”. If you don’t see your invitation in your inbox, please check your spam folder 

and/or check your email filters that may automatically be filing the email.  

From the email, click the link to get started and follow the instructions on screen for password setup.  

Please bookmark the portal login page for easy access after account set-up 

• Entering your timesheet - Use our timesheet guide! You will be required to enter your time in the new 

portal and ensure it is approved by the Monday 3:00PM deadline. 

• Correcting a timesheet - If you need to make an adjustment to a submitted timesheet, you can click the 

“Cancel request” button on the top of your timesheet.  This will recall your timesheet so you can make 

edits. Note that you cannot recall a timesheet that has already been approved by your supervisor. 

• Time entries for lunch/multiple shifts - There should be 2 rows of time for each day to not include 

lunch breaks in your hours worked. Each day will have one row for hours before lunch and a second 

row for hours after lunch 

For example, (9:00am-12:30pm) and (1:00pm-5:00pm) so that you are not including your break time 

between 12:30PM and 1:00PM 

 

 

Timesheet Steps 
On the home screen dashboard, click “Timesheets” to enter hours worked.  
 

https://tblpe.candidate.dynamicsats.com/login
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Follow the steps below on how to enter your time (Steps 1-4). If you work a full day with a lunch break, enter 
one row for the hours before lunch and another row for the hours after lunch. Note that the times will 
automatically round to the nearest 15 minutes. 

 

Row 1 (before lunch) 
1. Select the date worked (Note: it will default to today’s date – highlighted dark gray) 
2. Enter your Start time followed by AM or PM then tab/click outside of the box 

3. Enter your Clock-out time for lunch followed by AM or PM then tab/click outside of the box 

4. The total hours for the shift will be calculated and the Add button will change from grey to red.  

Click the red Add button. 

  

Row 2 (after lunch) Repeat, as follows, to add another time entry for the same day as appropriate - You will 
have 2 rows for days where you take a lunch break to ensure lunch is not included in your hours worked (see 
Time Entries) 

1. Select the date worked (Note: it will default to today’s date – highlighted dark gray)  
2. Enter your Clock-in time from lunch followed by AM or PM then tab/click outside of the box 
3. Enter your End time followed by AM or PM then tab/click outside of the box 

4. The total hours for the shift will be calculated and the Add button will change from grey to red.  

Click the red Add button. 
Row 1- You should see the row as displayed below (before lunch) 
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Important Note: Do not enter another row until the saved message on the top right disappears. 

 

Row 2 – You should see both rows as displayed below (before and after lunch) 

Time entries for lunch breaks and/or multiple shifts 
You will have 2 rows for the days where you take a lunch break. If you work a full day with a lunch break, enter 

one row for the hours before lunch and another row for the hours after lunch. Your timesheet should only 

report hours worked and should not include your lunch breaks. 

For example, (9:00am-12:30pm) and (1:00pm-5:00pm) to account for a 30-minute break between 12:30PM 

and 1:00PM 
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Submitting Timesheets 
When you have completed your entire timesheet for the week, review your WEEK TOTAL on the top right of 

your timesheet and click Submit. 

 

Note: If there are any days with 0 hours, you will get an alert to confirm that you have submitted the complete 

workweek. Please review and click confirm if all hours have been reported. 
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Your timesheet status will then update to Submitted 
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Correcting Timesheets 
If you need to make changes to a submitted timesheet, click the “Cancel request” button on the top of your 

timesheet.  This will recall your timesheet so you can make edits.  

Note: You cannot recall a timesheet that has already been approved by your supervisor. 

 
You can delete a row if necessary, by clicking the X to the right of the row. 

 
A pop-up will ask you to confirm. Click Confirm to delete the row. Follow the timesheet steps (see above) and 

re-enter the correct hours for that day as necessary. 
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Timesheet Statuses 
To view the status of submitted timesheets, click the Approvals option under Time Entry on the left navigation 

panel.  

 

You will see your timesheets listed with a status of Pending or Approved.  

Note: if your timesheet is rejected, it will be back in your Timesheets list to correct (see Rejected timesheets) 
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Rejected Timesheets 
If your timesheet is rejected by your approver, you will receive an email notification. To correct the timesheet, 

go to the Approvals section under Time Entry on the left navigation panel. 

 

Find the rejected timesheet and click the Show Details icon under Actions.  

 

There will be a pop-up with any included comments from the Approver about the rejection.  

Click the Change icon at the bottom left of the popup to return the timesheet to the Timesheets list for 

editing.  
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You will be taken back to your Timesheets.  

Select the rejected timesheet from the Pending to submit list (see below) or scroll to it using the red arrows.  

Make any necessary corrections and resubmit the timesheet for your supervisor’s approval. 

 

Pending Timesheets 
You can review any timesheets awaiting submission by clicking the Pending to submit icon. Any outstanding or 

rejected timesheets would appear in this list.  

Click on the week-ending date to access the timesheet. 

 

Alternatively, you can use the red arrows < to the left and right > of the dates to scroll to past and future 

weeks. 
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Talent Portal - Updating Your Profile 

 

From the left navigation panel, click Information to view and update your profile. When your profile opens, 

you will see 3 options listed on your Profile tab: Profile Information, Contact Information, and Emergency 

Contact. You will also see tabs for Work Experience, Education, Skills, Language. You can click these to view 

and update your information so that GoodTemps has your most recent details when evaluating you for 

opportunities.  

 

 

Note: On your Contact Information, you can only update your phone numbers. Contact us at staffing@goodwillny.org to 

update your address of record. 

 
  

Please be sure to add an Emergency Contact on your Profile if needed, and add your current 

placement information on the Work Experience tab. 

mailto:staffing@goodwillny.org
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Tips and Tricks 
• To update any field, click on the field where you see a white box and start typing.  

• On the Work Experience, Education, Skills, and Language tabs there is a table at the top of the tab 
displaying the information we currently have on file and a section below to add new information.  
To edit existing information, click the pencil icon in the Actions column at the right of the table.  

• Be sure to save your changes! Click the Update or Save button at the bottom of any tab where you are 
adding or updating information.   
Once you save additional entries on the Education, Skills, Work Experience, Language tabs, you will see 
a green pop-up message at the top right of the screen to let you know when your information has been 
saved successfully. Once saved, the information will appear in the table at the top of the tab. 

Applications 
The Applications option under My Profile on the left navigation panel enables you see all job applications you 

have submitted, as well as the opportunities that GoodTemps has considered you for. 

Need help? 
If you need assistance, see the information on the right side of the screen to find the GoodTemps department 

you need to contact and their email address.   

You can also e-mail gtimesheet@goodwillny.org if you need timekeeping assistance.   

mailto:gtimesheet@goodwillny.org

