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INSTRUCTIONS FOR THE LIFEWORKS ONLINE PORTAL

1. Go to lifeworks.org
2. Click on Login
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USER NAME AND PASSWORD
1. Enter your User Name (e-mail address). Your user name is your 

e-mail address
2. Enter your Password. Your password was created by you at 

registration
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ACCESS TIME ENTRY SCREEN
1. This page is used for address changes
2. Select Time Entry to begin the process of logging into time cards
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TIME CARD ACCESS BY CLIENT AND DATE

1. Select Client by clicking the drop-down arrow (choose a client)
2. Enter Date that you would like to enter time for. A calendar pop up 

will appear when clicking in the space provided
3. Click Go to Time Card
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CHOOSING CLIENT, EMPLOYEE, AND BUDGET TASK

1. Client name will appear on top of the time card and under Client 
Name

2. Choose the correct employee by using the drop-down arrow under 
Employee Name

3. Choose the correct budget task by using the drop-down arrow under 
Budget Task

Note: employee rate and effective date will be automatically populated. 
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ENTERING TIME
1. Enter time worked for employee, plus correct a.m./p.m., under the 

correct days of the week
2. Clicking on drop-down arrows will allow you to select correct time and 

a.m./p.m.
3. If employee works more than one shift during a day, enter each shift 

separately. See example below.
4. Mistakes may be cleared with the Clear button located beneath each 

days column, then calculate and save.
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CALCULATING AND SAVING TIME CARD

1. Scroll down to reveal the bottom of the time card
2. When finished entering time, click Calculate and Save to save the 

time card and see how much money is remaining for job task

Note: If client has been admitted to care facility or hospital during week, 
indicate the name and dates in the space provided prior to saving time 
card. Record location if services were performed outside the state of 
Minnesota
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COMPLETING TIME ENTRY AND REPORT OF TIME ENTERED
After clicking Calculate and Save, you will be returned to the top of the screen where a 
message will indicate that the time has been successfully saved.

Report of Time Entered shows all hours entered for the pay period. If item is in red, 
users need to click Confirm and Submit.

Note: If an error has been made (budget out of money, future dates selected, missing 
activities, etc.) user will receive a message in red indicating the error. Time will not be 
saved. Correct error and click Calculate and Save again.
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SUBMITTING TIME TO LIFEWORKS
1. Return to the bottom of the timecard to submit time cards
2. Support manager will check Acknowledgment and Required Approval. Checking 

this box is their electronic signature approving the time card.
3. After electronically signing the time card, click Confirm & Submit to send time to 

Lifeworks for payment

Note: You must click confirm & submit for each week entered for employee

Once Time is successfully submitted, user will receive a message in red indicating 
success
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