Bullhorn WTE Registration Guide

Web Time Entry (WTE) enables you to enter your own time via a self-service portal. Before using
Web Time Entry for the first time, you will need to create an account and find your assignment.
Follow the steps below register for your WTE account.

Registration works only for individuals signing in to record their own time. If you receive any errors
during the WTE registration process, see Registration Errors for troubleshooting steps.

e Navigate to your Web Time Entry login page.
e Copy and paste this URL into your browser:

https://catena.bte.bullhornstaffing.com

e Select Register to create a new account.

Don't have an accounty R

¢ Onthe Register screen, enter your email address and a unique password. - Your Password
must be at least eight characters long.
¢ Select Next to continue to Profile Settings.
e Inthe General Settings section, enter your first name, last name, and a 4-digit pin.
You must enter your name exactly as it’s entered in our system.
Example: Anna Jane Miller Smith > First Name: Anna Jane; Last Name: Miller Smith
Example: Allan Jackson Turner > First Name: Allan; Last Name: Jackson Turner
o W2Employees - The last 4 digits of your SSN
o Independent Contractors/Subcontractors — The last 4 digits of your mobile phone
number.

ﬁg General Settings



https://u17642417.ct.sendgrid.net/ls/click?upn=u001.O41F-2FUcfsix8cpKvFY3MD8DlGMEmYbwSb2F5BZwI6cT2CP2R49T0y1EcopLYY2-2Btw0C7hsCtY2qFsM3FPUU8JyItiwKGNccQsCfSxWmQ8QivUppmEGqupcPLB8oYFG351nPC_OuHXmLx-2FqOXK2jkoZV9uwRz3lSxwijkOAwqhC4-2B1z9VWu5jo-2FFMjodcOV-2FmMIlJ5-2BPUMxjUlmUFLsJJ6-2BE0A1NCSKJRPeqTK7BbyDIQ2AMQ7yzkNuOwJygcTYxtXDH-2BsUmhQLwJ4qPX1iBSGYI2xGCcuyOLG4SwEqim3tOBPJTIQ3Md8HIhA8HGfQallQ6zs3pxkdDmR7nAgb6evTKJ0cvlyHkcMfA2ZSSnGvAKSHm1ugGrG5gqrlEkS9jfYLYWNInPleo09BIQYf6bOrC1q25fw2R37C0X4b7QP37C53Ar6jS4pbx-2F4LRPb3SZQMZvMxsHgwppZVYzFRCgtX82aprVZtkBbqhc5wRdnppNNLdn-2BUNncI6v31hMYcp-2FTiZNyI92uOqqMBuo663lLjkEc78xHohqQjUJ5gWqhu9-2BDX-2FEEBUhFHmW6lntsHikQk5zy8g7eZBkmpIWYgD-2BS5xywbg-3D-3D
https://u17642417.ct.sendgrid.net/ls/click?upn=u001.K6wMb0wS4ofif2E8utAjqPW4RwbaMemhSjyMRMKa31sQ-2B6hhTciTT8OTpEN2y3r4CgK-2B18IU-2FOs74JtNngMcSQ-3D-3DIj05_OuHXmLx-2FqOXK2jkoZV9uwRz3lSxwijkOAwqhC4-2B1z9VWu5jo-2FFMjodcOV-2FmMIlJ5-2BPUMxjUlmUFLsJJ6-2BE0A1NCSKJRPeqTK7BbyDIQ2AMQ7yzkNuOwJygcTYxtXDH-2BsUmhQLwJ4qPX1iBSGYI2xGCcuyOLG4SwEqim3tOBPJTIQ3Md8HIhA8HGfQallQ6zs3pxkdDmR7nAgb6evTKJ0cvlyHkcMfA2ZSSnGvAKSHm1ugGrG5gqrlEkS9jfYLYWNInPleo09BIQYf6bOrC1q25fw2R37C0X4b7QP37C53AoAWMdoKG0jmF03-2BXffPQEW6Df5w4jnHX9OxWd-2BLFNIIU6yF1VvLvk50KUjuA9GcgS8232V4N9PpeX4RMLAKlm9pWsA5djxS0AdcUXmp4-2BZREaQGqvqdN4vjdbxQ1sASdBRG7Cuo0n3KBju-2FvHaBciwfE18CHQPpoTbPHbhIRLmmA-3D-3D

e Inthe Contact Preferences section, your email address will automatically populate from
the Register screen. If you prefer to be contacted at a different email address, you can
update it here.

¢ Ifyouwould like to receive notifications by text message, select your mobile carrier and
enter your mobile number. If your carrier is not listed, please choose another carrier as a
placeholder and proceed to the next step.

a Contact Preferences

¢ Inthe Notification Settings section, select your preferred method for receiving notifications
when there have been changes to your timesheet or requested time off.
o Ifyou would like to receive text notifications, you must provide your mobile carrier
and mobile number in the Contact Preferences section.

’ MNatification Settings

How would you like to receive system notifications when:

Time is adjusted

Time is approved

Time off request is approved or rejected

Email | Text




¢ Inthe Application Settings section, select your preferred language.
e Choose how you would like your time to display.
o Decimal: Time will display in 1/100th of an hour increment.
o Minutes: Time will display in actual minutes.
e Choose your preferred format for time entered.
o Standard: Time will display in 12 hour AM / PM format. (Example: 8:00 PM)
o Military: Time will display in 24 hour format. (Example: 20:00)
o Click Register to complete your registration.

On the Registration Complete screen, select Search for your assignment to open the Find Your

Assignment screen.

Registration Complete!

You've created an account. Next, let's search for your
assignment. Click Search for your assignment to continue.

Search for your assignment »




e Inthe Find Your Assignment form, verify that the information is accurate and select Find
Your Assignment.

Find Your Assignment v

Find your assignment by filling out the following fields:
Jessica
Reyes
1234

jessicai@test.com

Q Find Your Assignment

e Choose the correct assignment.

If you receive an error stating your assignment can't be found, see Registration Errors for
troubleshooting steps.

If you continue experiencing issues, please contact:
Catena Solutions — Catena_Consultants@advancedgroup.com



https://u17642417.ct.sendgrid.net/ls/click?upn=u001.O41F-2FUcfsix8cpKvFY3MD8DlGMEmYbwSb2F5BZwI6cT2CP2R49T0y1EcopLYY2-2Btw0C7hsCtY2qFsM3FPUU8JyItiwKGNccQsCfSxWmQ8QivUppmEGqupcPLB8oYFG35ETPZ_OuHXmLx-2FqOXK2jkoZV9uwRz3lSxwijkOAwqhC4-2B1z9VWu5jo-2FFMjodcOV-2FmMIlJ5-2BPUMxjUlmUFLsJJ6-2BE0A1NCSKJRPeqTK7BbyDIQ2AMQ7yzkNuOwJygcTYxtXDH-2BsUmhQLwJ4qPX1iBSGYI2xGCcuyOLG4SwEqim3tOBPJTIQ3Md8HIhA8HGfQallQ6zs3pxkdDmR7nAgb6evTKJ0cvlyHkcMfA2ZSSnGvAKSHm1ugGrG5gqrlEkS9jfYLYWNInPleo09BIQYf6bOrC1q25fw2R37C0X4b7QP37C53ArC8Uw4HXWQSeLBI2N1dk-2Be-2F2FjsKopR8lKeCQJ-2Fv9XCAZnLJROIw7j0moPwB10e7O6-2BfS7A9Dfoi3XalRMz-2BTJgTxwqJ1KK0K03PUUluV94kMexTf5gIO8OuIo2pC16-2B2VRGaTdpXthbTQNkrqiQopa66t-2BTN-2F-2F1opU0-2FlrcdsvA-3D-3D
mailto:Catena_Consultants@advancedgroup.com

