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Overview 

 

Accounting Staff utilize the Functions of the Timesheet 

System to approve/submit/reject Timesheets 

 

When Timesheets are accepted, or rejected, a message 

(email / text message) will be sent to Participants, Site 

Supervisors and Case Managers. 

 

The System will track the approved hours/funds 

expended 

 

Accounting Staff access the TimeSheet module at 

https://timesheet.ypic.com/Accounting  

  

https://timesheet.ypic.com/Accounting


Accounting Staff use their current ISDS System credentials to log-in: 

 

 

Upon successful login, Staff will be presented with a confirmation 

screen: 

 

  



From the Accounting Menu, Staff can select either View Participants for 

Timesheet Approval or Search/Print TS for Timesheet Reprints: 

 

 

To process weekly timesheets, Staff will press the View Participants: 

 

Buttons represent Participants with Active Contracts 



Upon Selection of Participant, the current timesheet will be presented: 

 

The Incentive Form, with the Incentive earned checkboxes, reasons 

incentives were lost, and signatures: 

The System will count and display incentives worked for each day.  

Based on the number of incentives earned, the System will determine 

the daily hourly rate.  Finally, the System will calculate the daily pay. 

 



Accounting can reject the timesheet, and give a reason or remedy. 

Alternatively, the Accountant can Approve the Timesheet.  Upon 

approval, the Timesheet can be printed with the approval E-Signatures. 

 

 

After Printing, press Submit to record the Timesheet.  Email / Text 

Messages will then be sent. 

 



Timesheets can be re-printed if necessary: 

From the Accounting Menu, Select Search/Print TS 

Participants can be searched by UserName, First or Last Name or 

Vendor ID: 

 

Participants matching the Search Term will be displayed: 

 



Upon selection of the Contract, the corresponding Timesheets will be 

displayed: 

 

 

 Press Select to display the Timesheet for the Period: 



 

The Timesheet, with Incentives earned, daily rate, total hours, total 

earnings and Approvals can now be printed. 

 


