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Invoice for payment of units  

 
1. Click on My Timesheet: 

 
 
2. Select the Contractor:  

 

3. Select the Job:  

 

 

 

 

 

 

 

4. Select the Activity Code: 

 

 

 

 

 

 

 

5. Enter 0.0000001 in the Total Hours field:  

 

 

 

 

 

 



6. Enter the number of Units:  

 

 

 

 

 

 

 
 
 
7. Click Add: 

 

 

 

 

 

 

 
 
 
8. Click the edit icon (located above the Add Timesheet Entry box):  

 

 

9. Enter/edit the Unit Rate:  

 

 

 

 

 

 

 



10. Click Save:  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Invoice for payment of hours  

 
1. Click on My Timesheet: 

 
 
2. Select the Contractor:  

 

3. Select the Job:  

 

 

 

 

 

 

 

4. Select the Activity Code: 

 

 

 

 

 

 

 

5. Enter 0.0000001 in the Total Hours field:  

 

 

 

 

 

 



6. Enter the number of hours worked in the Units field:  

 

 

 

 

 

 

 
 
7. Click Add: 

 

 

 

 

 

 

 

 
8. Click the edit icon (located above the Add Timesheet Entry box):  

 

 

9. Enter/edit the hourly rate in the Unit Rate field:  

 

 

 

 

 

 

 



10. Click Save:  

 

 

 

 

 

 

 

 

 

 


