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1. Select CDC+ MEMBERS ONLY option 

 

 

     

2. Enter your USER NAME 

3. Enter your PASSWORD 

4. Click SUBMIT 
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A. Employee Time Sheets 
 

 

 

1. Click  EMPLOYEE TIMESHEET 

 

 

   
 

2. Click the arrow for the drop down menu and select the worked week start date. 
3. Click SELECT DATE tab to confirm this is the correct worked week start date. 
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4. Click the arrow from the drop down menu and select the name of the employee you which to 

submit time sheet. 

5. Click  SELECT WORKER tab to confirm the worker. 

6. Once the worked week start date and the worker are selected, another screen will ñpop-upò 

showing the START DATE and the WORKER you have selected. At this point, the system is 

ready for you to enter the time sheet information. 
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7. Click the arrow from the drop down menu and select one of the authorized service codes for 

the selected employee. Service codes are listed by description and not by the three digits 

code. Please refer to your CDC+ Guidelines for the list of service codes description. 

 

8. Once the service code is selected, enter HOURS and MINUTES. Please enter the actual time 

in hours and minutes. EXAMPLE: A worker, who works 10 hours and a half, should be entered 

as 10/hours and 30/minutes. 

9. Review hours and minutes before you click SAVE to save the data and submit for payment. If 

the wrong amount of hours and minutes are entered and saved, you will NOT be able to 

make corrections. Please contact CDC+ Program Office at 1-866-232-3733 for corrections. 

10.  Once the time is saved, you will see the word SUCCESS; which indicates that the system has 

accepted the entry. 

11. To view the TRANSACTION NUMBER (CONFIRMATION NUMBER); click SELECT 

WORKER, again. 
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12. The system will create a TRANSACTION NUMBER(CONFIRMATION NUMBER). This 

transaction number indicates that the time sheet information entered, for the worked week 

and service code for the selected employee, has been submitted for payment. 

13. The GRAND TOTAL is an estimated gross wages amount, before tax deductions (if 

applicable); that the employee is going to receive for the specific worked week, on the next 

payroll run. 
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B. Vendor Invoice  
 

 

 

1. Click   VENDOR INVOICE 

2. Click the arrow from the drop down menu and select the month of service. 

3. Click SELECT DATE to confirm the date.  

*NOTE: Vendors receive payments once a month. Invoices for vendors CANNOT be 

entered BEFORE the month of service ends. 

 

 
 

4. Click the arrow from the drop down menu and select a vendor. 

5. Click SELECT WORKER  
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