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TEMP: Temporary Worker Help Guide
Welcome to the First Data Temporary Employment Management Process (TEMP).  The following guide is designed to walk you through the process of submitting your timesheet.  

First Data requires that each Temp worker submit a timesheet no later than the close of business each Monday. Please contact your Supplier Recruiter to confirm the policy for your agency prior to entering a timesheet.  First Data Hiring Managers are not able to supply this information you must contact your agency.
Website: 

https://www.beeline.com/firstdata
Username:

Your username is a combination of the following:

 9+Last Five digits of your SSN or Visa/Passport #+birthdate MMDD (example-9211121209)

Login Information:

Once you are setup, you will be emailed a password.  If you do not receive an email, please contact your Supplier Recruiter and they will be able to assist.

Password:

The password requirements for First Data are as follows:

· 9 alphanumeric characters 

· Lock out after 5 attempts

· Change every 90 days

Example: December31

NOTE:  If you are locked out of the system or have any other issues please contact your Supplier Recruiter.

Support Desk:
The support desk is open 8:00 AM to 8:00 PM Eastern Standard Time Monday through Friday.  The help desk can be reached at 1-866-233-5463.

To update/change your email address:

Please contact your temp agency directly to update/change your current email address.

Reset your password:

Please contact your temp agency directly to assist in resetting your password.

How to Enter a Timesheet:

1. Log in to the Temp application at www.beeline.com/firstdata
2. Under “Quick Launch” on the left hand side of the page click on “Time System”

3. The system will automatically default to the current week. If you are entering time from a past week use the calendar on the right hand side of the page and select the correct week by clicking on any date in that week.

4. Use the drop down box in the “Pay Code” column to select Billable. 

5. Once you have selected the “Pay Code” the “Project Name and Job Title” should auto populate.  If they do not auto populate, please contact your Temp agency for assistance.  

6. Next enter the actual number of hours worked for each day in the “Total” column.  First Data submits time in 15 minute increments (example-If you worked from 8 to 5:15 with a one hour lunch your total number of hours would be 8.25 hours, 5:30 would be 8.50 hours and 5:45 would be 8.75 hours)

7. Once you have entered all of your time for that week click “submit”.  Once you have clicked the submit button a new screen  will appear indicating you are about to submit “X” amount of hours, if the hours are correct go ahead and click “OK”

8. Your timesheet has now been submitted for approval.  

NOTE:  If you would like to enter hours to submit at a later time enter the hours and click “Save”.  To go back and submit the hours, log in to the system and go back to that week by using the calendar on the right hand side of the page to select the correct week.  Once you have located the correct week click on the on any date during that week.  This will take you to that week’s timesheet.  Go ahead and click “submit”

How to re-enter a rejected Timesheet:

1. When a timesheet is rejected you will receive an email notification with the rejection reason.  Please review the rejection reason and follow the below instructions to resubmit the correct time.  

2. Log in to the Temp application.

3. Under the “Quick Launch” on the left hand side of the page click on “Time system”

4. Keep in mind that the system will automatically default to the current week.  Use the calendar on the right hand side of the page to select the correct week by clicking on any date in the week that the original timesheet was rejected.  

5. Next correct the total of hours for each that needs to be adjusted by putting your cursor in the “Total” column and entering the corrected hours.  

6. Once you have entered all of your time for that week click the “submit”.  Once you have clicked the submit button a new screen will appear indicating you are about to submit “X” amount of hours.  If the hours are correct go ahead and click “OK”

7. Your timesheet has now been re-submitted for approval.  

Timesheet Status

1. To search for a timesheet to confirm the status, log in to the Temp application.

2. Under the “Quick Launch” on the left hand side of the page click on “Time system”

3. On the left hand side of the page click on the blue tab titles “Timesheet List”

4. Use the drop down boxes to select the search criteria you would like to search on and click “Search”.  If you would like to search “All” past timesheets do not select any criteria just simply click the “Search” button.

5. A list of all past timesheets will appear.

6. To view details of a specific week click anywhere on the line for the week you would like to review and a new screen will appear.

7. Use the tabs on the right hand of the page to view the details under each tab.
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