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                                                        GGoo  ttoo  tthhee  MMuullttii--SSeerrvviicceess  WWeebbssiittee                                              wwwwww..mmuullttiisseerrvviicceessssoolluuttiioonnss..ccoomm  
                             www.multiservicessolutions.ca                        
 

 
                                                                                                                 Click on  
                                                                                                        ▫ TIMESHEET                  
                              Enter your                                                                         black bar, top left corner of screen 
                   USERNAME  
                     & PASSWORD  
 
 
                                                                Click on the text that says               You will now see a  
                                                           Kraft Canada Inc.                     MM  EE  NN  UU                          
                                                                                                                                             (left side of screen) 
FFIIRRSSTT  TTIIMMEE  LLOOGG  IINN  ??    
Go to Change Password  

 

 ! set your access password                                                                   

     to one of your choosing*                                                                          Click on 
* Be sure to memorize or write it down !                                                                              Timesheet Current     
 
 
                                                            Click on the  
                                            period number ( # )                                           

 

                                                       under Pay Period                                  The screen will refresh  
                  Click                                                                                                             & reload at each step;  
 ADD NEW DATE                                                                                              a new page will appear 
         (grey button)                                                                                                                                   
                                                     Select the correct                                                                                       
                                                              DATE from the                                      
                                                       drop down menu.                                     Select the                      
                                                                                                                                 SERVICE                          
                                                                                                         from the drop                        

                                                                                                                                                  down menu                            
                     
   
    
                                                                                            To select the STORE 
                                                                                           Click on SEARCH 
                                                                                                      (grey button) 
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         Enter the quantity of                                                                 Full hour value must be entered                     
      HOURS WORKED                                   in the first box.  15 MIN increments are entered  
      to the nearest 15 minutes                                  in the second box with the drop down menu.  
                                                                                          NOTE THAT:     15 min = ¼ hour, or  �0.25� 
                                                                                          30 min = ½ hour, �0.50�   ♠    45 min = ¾ hour �0.75� 
 
 
                                     
                                         Enter the quantity of                            If there was no KM travel for 
                                  KM�s TRAVELLED                    the line; you must enter a �0� 
                                                                                                                                                                                            
 
        
                                                                                                                    Enter   
       CCoommmmeennttss  aarree  RREEQQUUIIRREEDD  ffoorr                                            COMMENTS 
       every entry. Detail any problems or                                         in the comments box 
       changes. IIff  aallll  wweenntt  aass  ppeerr  tthhee  wwoorrkk 
       rreeqquueesstt,,  eenntteerr    ��NNCC��  ffoorr  NNoo  CCoommmmeenntt 
                                                                   
                                                                   Click on 
                                                                                                        AADDDD                         
  After �ADD�ing,  you should see the new                     (grey button)          MMAADDEE  AA  MMIISSTTAAKKEE??           
   line at the bottom of the timesheet.                                                                 YYoouu  wwiillll  sseeee  aann  [[ee]]  [[dd]]  oonn  tthhee 
   If it is not there, you will need to re-enter                                                                    tthhee  lleefftt  ffoorr  ��eeddiitt��  aanndd  ��ddeelleettee��..                      
   the information by repeating steps 7 to 14                                                                            YYoouu  ccaann  ��eeddiitt��  aatt  aannyy  ttiimmee  ttoo  

                                                                                                                                                                                                      mmaakkee  ccoorrrreeccttiioonnss  ttoo  eennttrriieess.. 
                                                                                                                                  
 
                                                                                      RREEPPEEAATT  TTHHEE  PPRROOCCEESSSS  FFOORR 
                                                                                                                                                                                                                                                          EEAACCHH  TTIIMMEESSHHEEEETT  EENNTTRRYY 
                                                                                                              Your entries are stored    
                                                                                                            on the website, and will not 
                                                                                                             be lost when you log out. 
 
                                                       
                                                           At PERIOD END*                               
                                                         submit your Timesheet 
                                                              by clicking the                      
                                                           SUBMIT button                       
                                                                                    *Refer to your Pay Cycle Calendar               
                                                                                      for submission dates & deadlines  


