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Purpose: The purpose of this document is to provide instructions for all Contact Tracers volunteers to get approval for their timesheets. 

Note: All Contact Tracers must report their time to their assigned California Department of Public Health (CDPH) supervisor for approval. Once 

approved by the CDPH Contact Tracing Supervisor, the timesheet must be submitted and approved following regular time reporting protocols.  

Part A: Log Into TEMPO And Enter Your Time 
1. Log into TEMPO and enter your time for the appropriate pay period.  

2. Save your timesheet.  

 

Note: To charge your time as a Contact Tracer, please see HRB Memo 20-025 for details. 

 
 

How To Record Time In Tempo for Contact Tracer Volunteers.

http://nrm.dfg.ca.gov/FileHandler.ashx?DocumentID=180689&inline
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Part B: Create PDF Version Of Your TEMPO Timesheet 
1. Save an electronic version of your timesheet, by clicking PRINT 

 

 
 

2. A screen will be displayed as below. Select the “Open with” option as below 
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3. The file opens in the pdf format as below. 

4. Select “File” to save the file 

 

 
 

5. A screen will be displayed as below. 

6. Select the location and select Save As  
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7. A Save As screen will be displayed as below.  

8. Type the name of the file as “YOUR_NAME_PAY_PERIOD_Timesheet” (for e.g. Jane_Doe_July_2020_Timesheet). This will create an 

electronic PDF version of your TEMPO Timesheet in the location that you designated. 

 

 

 

 

 



     July 2020 
 

California Department of Fish and Wildlife     Page 5 of 11 
For internal use only 

Part C: Send A Docusign Of Your Timesheet To Your CDPH Supervisor 
1. Log into DocuSign using your CDFW credentials. 

 

2. A screen will be displayed as below, click on NEW -> Send Envelop 

 

 
 

https://account.docusign.com/
https://account.docusign.com/
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3. A screen will be displayed as below. Click Upload to upload your Timesheet.  

4. Enter your name and your email id, by selecting/typing your name and email id from the drop down. 

5. Click Add Recipient to add the name and email id of your CDPH (California Department of Public Health) supervisor. 

6. A name and email id field will be displayed. Enter the name of your CDHP supervisor from the drop down by selecting/typing it in. 

 

7. Click NEXT. 
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8. A screen will be displayed with your file as below. 

Note: You will need to add a Signature box and Date Signed to your timesheet. 

9. Select Signature field and drag and drop into the timesheet for both you and the CDHP supervisor. 

10. Select Date Signed field and drag and drop into your timesheet for both you and the CDHP supervisor. 

  
 

11. Once you have added the Signature and Date Signed, click SEND. 
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Part C: CDPH Supervisor Reviews And Approves Timesheet. 
1. DocuSign will send the timesheet to your CDPH Supervisor.  

2. You will be notified when the CDPH Supervisor first views the document and when the document (your timesheet) has been signed.  
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Part D: Save The Approved Timesheet 
1. Once your timesheet has been signed by your CDPH Supervisor, you will receive an email from DocuSign allowing you to view the signed 

timesheet.  

2. From the email, click on View Completed Document. 

 
 

3. A screen will be displayed as below 
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4. Click on Download -> Combined PDF to open the signed timesheet as a PDF onto your computer to save. 

  
 

5. A PDF of the signed timesheet will open. Save the file on your computer as “YOUR_NAME_PAY_PERIOD_Timesheet”. 
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Part E:  Attach Approved Timesheet To TEMPO And Submit To CDFW 
1. Log into TEMPO and access your saved but not yet submitted timesheet.  

2. From the Approvals and Details section, click on Attachments and upload your SIGNED timesheet.  

3. In the Description of File, enter “CDPH Supervisor Signed Timesheet”.  

4. Click ADD then Validate and Save your timesheet 

5. Click SUBMIT to submit your timesheet to CDFW.  

 

 

6. Your timesheet has now officially been submitted.  

Part D: Questions? 
Please contact Haya Johnson at Haya.Johnson@wildlife.ca.gov 

 

mailto:Haya.Johnson@wildlife.ca.gov

