
1

TeamPersona TeamPersona 
Online Tools Guide for CandidatesOnline Tools Guide for Candidates



2

TeamPersona Career Center

Congratulations! You now have access to the 
TeamPersona Career Center! 

1. Go to http://www.teampersona.com/

2. View the  “Career Center” on the left side of the 
Home Page

In the Career Center you may:

• View and Apply for Jobs

• Update your Contact Information and Resume

• Obtain Employment Documents & Benefits 
Information

• Enter Your Timesheet Online

http://www.teampersona.com/
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1. Under Career Center, click JOBS

2. Search all jobs listed, or:
a) Select a specific State to 

search Jobs only in that state
b) Enter “Keywords” to search for 

a specific Job Title or Skill 
Required

For Example:
• “Project Manager”
• Receptionist
• Accountant
• “Unix Administrator”

Viewing Jobs
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1. To View a Job, click on the Job 
Title

2. To Apply for the Job, enter your 
email address and click “Apply” at 
the bottom of the screen

3. If you have already received your 
TeamPersona online access 
information from a TeamPersona 
representative, your resume will be 
submitted to the Recruiter 
immediately

4. If you do not have a TeamPersona 
Candidate Profile, you will be asked 
to create a profile

5. Enter your name and other 
information in the required fields

6. You may either Upload a Microsoft 
Word resume, or copy and paste 
your resume

7. Click Apply

Apply for a Job
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Update Your Profile

1. Under CAREER CENTER, click MY 
PROFILE

2. Log into My Profile
a) If you have an existing 

TeamPersona Candidate 
Profile, enter your Email 
Address and Password (your 
TeamPersona representative 
can provide this to you

a) If you are  a New Candidate, 
create your profile by entering 
your Email Address

a) Click Submit
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Update Your Profile

1. Update your profile:
• Address
• Email
• Phone Number
• Resume

2. Click Submit
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Employment & Benefits

1. Under CAREER CENTER, click on 
EMPLOYEE CENTER

2. View and/or Download Employment 
Documents

• Employee Handbook
• Payday Calendar
• Application for Employment
• Etc…

1. Under CAREER CENTER, click on 
BENEFITS

2. View Benefits Information



8

Online Timekeeping

1. Under CAREER CENTER, click on ONLINE 
TIMEKEEPING

2. Login to the Online Timekeeping page 
using the access information provided by 
TeamPersona. 

• Enter Username
• Enter Password
• Click Login

3. When asked “Do you want to display the 
nonsecure items?” click “Yes”
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Online Timekeeping

1. From the Online Timekeeping Home Page, 
click TIME CARDS

2. The Timesheet for the current week ending 
displays. To enter your hours for the day 
and/or week, click Enter Time
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Online Timekeeping

1. In the appropriate Pay Period fields do the following:
• In the daily fields, enter the total number of hours you worked each day 
• Select “Save Draft” each day until you are ready to submit your time for approval

Notes: 
• Your timecard remains editable until it is approved by your manager
• Use “Save Draft” to indicate that your timecard is not ready for approval
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Online Timekeeping

1. Review your timecard for accuracy
2. When all hours for the week are entered, Print your timesheet
3. Click Print

4. Obtain your supervisor’s signature approving your hours
5. Fax the Timesheet to Payroll at 866-881-3737
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Online Timekeeping

View your timecards for the past 14 weeks by clicking the Pay Period drop-down. 



13

Online Pay Stubs:Online Pay Stubs:
Go to: www.teampersona.com
At the homepage click the “Online Pay Stubs” button on the left hand 
side of your screen.
You will be taken to the below log in screen on PayChex eServices: 
Enter TeamPersona’s Company ID (0400 7639), your User Name, and 
Password.

http://www.teampersona.com/


14

Online Pay Stubs:Online Pay Stubs:
If logging in for the first time, you will be prompted to change your temporary password into 
something specific to you.
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Online Pay Stubs:Online Pay Stubs:
After a successful log-in you will be taken to your home page where you can view pay stubs and 
access other features.
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questions

If you have any additional questions please contact: 
TeamPersona Human Resources

866-982-8367 or hr@teampersona.com

mailto:hr@teampersona.com
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