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REVISIONS TO THIS DOCUMENT 
NOTE:  This section is used to account for changes made to this document. 

Date 
Changed 

Changed By Area Item Description 

April 2, 
2010 

Brandon 
Hopkins 

  Initial Creation 

4/19/2010 A Rodriguez   Clarification.  If the time sheet is 
approved, then an email notification 
will be sent to The supplier 

 

4/29/10 A Rodriguez   Inserted note to clarify how to enter 
partial time. 
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INTRODUCTION 
A time sheet is used to track the hours that you work while under contract; depending on 
the contracting organization’s policy you can either create a time sheet for yourself or the 
work supervisor will create and submit it on your behalf.  To create a time sheet for 
yourself, you must be defined as a contractor in the eVA system and have at least one labor 
line item from a purchase order assigned to you.  When you log-in to the system, the time 
sheet will be automatically populated with purchase order information based upon your user 
profile.   
  
The following sections outline the process in eVA for creating and submitting a time sheet 
for approval.  The steps and actions involved in the overall process of creating/approving a 
time sheet include: 
 

1. The user (you) creates a time sheet (or another person, known as the preparer, creates 
the time sheet on your behalf) and submits it for approval.  

2. The approver/s (usually the work supervisor) receives an email notification to review the 
time sheet. 

3. The approver reviews the time sheet.   

o If the time sheet is denied, then an email notification will be sent to the user that 
submitted it.  Any comments from the approver can be included.  The user is 
then able to edit and resubmit the time sheet, if necessary.  

o If the time sheet is approved, an email notification will be sent to the supplier.  
When the order is fully received and an email notification will be sent to the 
Agency Security officer indicating that the contractor’s engagement has ended.  
An invoice will then be sent to the hiring agency.  
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ACCESSING THE TIME SHEET 
Again depending on the contracting organization’s policy, if you are given the option to 
create a time sheet, you will granted access to the eVA system by the organization’s 
security officer.  The security officer will create a user account with the appropriate 
permissions; you will receive your username and password via an email notification or 
you will be given to by the security officer.  The email also will include a link to the eVA 
portal and the username and password that you will use to log-in to the system. 

 

Sample ‘Welcome to eVA’ email: 

 

After you have received the ‘Welcome to eVA’ email containing your username and 
password, click the link that is included in the email.  Your browser displays the eVA sign-on 
page. 
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Logging In via eMail 
Enter the Username and Password using the credentials that were provided in the welcome 
email to log-in to eVA.   

 

After you have successfully logged in, the Shop Now Home Page displays. 
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Logging In eVA 
Go to http://www.eva.virginia.gov/ and login in the buyer section using your Username and 
Password. 

 

 
After you have successfully logged in, the Shop Now Home Page displays. 

 

Contractor login 
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Navigation 
Navigating to the Time Sheet module is simple.  From the Shop Now Home page, you select 
from the options listed in the Navigation Panel located on the left-hand side of the screen.  
In most situations, as an eVA contractor, you will have access to only the Time Sheet 
option listed under the Create action menu.   

 
Click the create Time Sheet link from the menu.   

 

 

Note: Depending upon the configuration of the agency, some menu items shown to the left 
may not be displayed. 

The Time Sheet module page displays. 
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TIME SHEETS 
Each time sheet that you submit tracks the hours for one work week. The starting day of 
the work week is determined by the hiring agency’s policy. If the regular starting day of the 
work week is before the start date on your contract, the starting day on your initial time 
sheet is the start date on the contract.  Likewise, if the regular ending day of the work week 
is later than the end date on your contract, the ending day on your final time sheet is the 
end date on the contract.  

If you work more hours than were specified on your contract, then the quantity or end date 
on the contract must be changed so that you can continue to submit time sheets.  If your 
hours are different every day, you should enter your hours at the end of every work day 
and save the time sheet instead of waiting until the end of the week to create all the entries 
at the same time. 

Creating and Submitting a Time Sheet 

Follow the steps described below to create a Time Sheet.  

1. As described above, click the Time Sheet link from the Create menu on the Shop Now 
home page to reach the Time Sheet module.    

2. If you are associated with more than one purchase order, you must specify the purchase 
order against which you are creating the time sheet. 
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3. On the Time Sheet tab, click Add.  

 

4. Enter the Date, Pay Code, and Hours worked in the Time Sheet tab.  If needed, enter 
the name of the project and the task you worked on during the time period.  
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Note: If you need to enter partial time this most be done in fractions.  
Ex. 15 minutes = 0.25, ½ hours = 0.5 and 45 minutes =0.75. 

 

 

5. Click Update after each entry that you make. To add more entries, click Add or click the 
check box next to one or more entries and then click Copy. 

  

6. To enter more detailed information about an entry, click Show Details, and then enter 
the information in the Notes field. To hide the detailed information, click Hide Details.  

 

 

7. If you receive an error indicating that the hours overlap with another time entry:  
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• Scroll to the area showing the number of entries currently assigned to this time period, 
click the arrow to display the entries, and then compare the existing entries with the 
entries you are creating. You can click a time sheet link to view the time sheet that 
contains that overlapping entry.  

 

• Delete or edit the overlapping entry on your current time sheet. To delete an entry, click 
the check box next to it and click Delete.  
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8. In the Comments box, enter comments as needed.  

 

 

9. If you want to add an attachment, such as an external time sheet document required by 
the supplier, click Add Attachment and specify the file to attach. 
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10.   After you have finished creating the time sheet, do one of the following:  

a. To send the time sheet for approval, click Submit.  
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To save the time sheet so that you can edit it later before submitting it, click Exit, and then 
click Save.  

 
 

 

 

Editing a Time Sheet 

If you saved a time sheet without submitting it, you can edit it to add more entries before 
submitting it. You can also edit a time sheet that you have already submitted and then 
resubmit it for approval.  
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If there is only one entry on a time sheet, you can change the date to another time period 
(week). If there are multiple entries, you cannot change any of the dates to be outside of 
the sheet's time period.  

Follow the steps described below to Edit a Time Sheet.  

1. In the Navigation Panel of the home page, click the Composing or Submitted link, 
depending on whether the time sheet you want to edit was saved or submitted.    

 

2. Click the ID (prefaced by TS) for a time sheet. 
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3. Click Edit to display the Summary screen.  

 

4. Make any necessary changes to the time sheet and click Update to view the results. 

 

5. Click Submit to resubmit the time sheet for approval, or click Exit and then Save to 
save it so you can edit it again before submitting it.  

 


