TSheets
Complete by September 22 if you are a MOQC subcontractor and paid by MOQC (e.g. Mary Medley Fields) for abstraction time 
The following are trainings are needed to use TSheets, our new timekeeping platform. You will be compensated for attending the training sessions. Please be sure that you attest (link below) that you reviewed all of the required training and instructions. 
To record your time, you have two options: 
1. Sign in using your mobile device (download TSheets app)

2. Sign in using your desktop computer (www.moqcquality.tsheets.com) 

You will need to turn-on the locations setting on your phone to use the app. 
Please clock in and select the job called “Orientation & Training”
Abstractors are responsible for watching the following training sessions: 
Printable app guides are also available
To click links, use your mouse to hover over the link, press the CTRL button and then click on the link. 
You can access these trainings here: https://www.tsheets.com/training 
	Training
	Duration
	Will you need to register? 
	Days Available

	iPhone or Android App Video
	2 mins
	No
	Anytime

	Desktop Clock in (optional)
	1 min
	No
	Anytime

	TSheets- Dashboard

	30 mins
	Yes
	Monday, Wednesday, Friday

	TSheets- Mobile
	30 mins
	Yes
	Monday, Wednesday, Friday


Process for Recording your time for MOQC: 
1. You will be assigned a “job” that will be viewable via your app. 
2. Click on your “job” via the scheduling button in your app
3. Click the green “clock in” button.
4. Select the appropriate activity (see definitions below)
5. Enter the location of the ON-SITE location only. If you are abstracting from home or office, please just put “REMOTE”. (Please note that all practice location addresses are prefilled)
6. Enter “0” mileage, unless you are traveling. If you are traveling, please put in your mileage from Point A to Point B.
MOQC will be responsible for assigning jobs. Updates will automatically be available through your app and notifications will be email/texted to you as needed. 
Types of Jobs
Your shifts are based on what TSheets calls “Jobs.”
Everyone:
· When you are completing the training modules, you will need to clock in and select the job: Orientation & Training
For Central Abstractors (abstracting for multiple practices): 
· We will add Practice Location jobs to your schedule for you to check in and out of. 

· We will add the travel time as a job called Travel to your schedule. You will use travel when clocking time between your home and practice location or if you are traveling between practice locations.  

For Practice-based Abstractors: 
· You will need to select your own practice location when you clock in. You will only have access to your own practice. 

· You will only select the Travel job when you are traveling to your practice location outside of your normal working hours (on a Saturday, for example). 

Activity Definitions
Abstraction: You are actually abstracting charts and entering the data into QOPI
Training/Webinar: You are attending a training session or webinar for MOQC/QOPI
Travel:  You are traveling from a location to/from the abstraction on-site location.  


