AHF Timesheet Process:

Click Here to complete your timecard electronically.  This will prompt you to enter your full name and email along with the name and email of the pharmacy manager or timesheet approver.  You must complete both your info and the managers to ensure you get approval.  This will then take you to the fillable timecard to complete in military time. 
o   (ie.  A normal 8-5 pm shift with a one hour lunch break would be entered as follows - Time in 08:00, time out (for lunch) 12:00, time in (from lunch) 13:00, time out 17:00) Attached is an example of a properly completed timesheet.

         Once completed click “Adopt and Sign” and it will be emailed to the pharmacy manager for approval.  You will not need to do anything beyond this point.  Please note that you will need to have a separate timecard for each location worked which is the same process that has always been in place.  

 Thank you,

CareerStaff Rx Team
