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ENTERING TIME 
When you are engaged, you will receive login emails directly from VectorVMS.  These emails 

should not be discarded. 

You will need to enter weekly timesheets into VectorVMS.  The work week for these 

contracts is Sunday through Saturday, and you will be resourced to at least one project in 

VectorVMS.    Once you submit your timesheet, a designated Agency user will 

approve/reject the timesheet.  If the timesheet is rejected, you will receive a VectorVMS 

notification, and you can resubmit a corrected timesheet.  The correction/submission 

process will continue until your timesheet is approved. 

Timesheets must be entered into VectorVMS by noon every Monday, even if you 

didn’t work the previous week. 

Only billable time should be entered.  If you worked on a State/Commonwealth 

holiday, you should enter the time as usual and enter a note in the Comment 

section, stating you did indeed work the holiday. 

The following screen shots detail how to submit a timesheet, starting with the Login screen. 

Login to VectorVMS 
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Click on Timesheet under the Create tab 

 
 

Access the Timesheet 
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Select the Engagement 

 

Select Project Line 
Each candidate will be resourced to at least one project in VectorVMS. 
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Enter the Hours 

 

Missing Timesheets 

Reports will be run each Monday to determine who has not entered a timesheet for the prior 

week.  You will be contacted via email and phone if your timesheet is missing. 
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Timesheet Changes 
If a timesheet is submitted, and you realize it needs to be changed you can do this as long 

as it has not yet been approved. 

 

Timesheet Summary 

 

View Timesheet 

 

 

 

 



 

CAI IT Staff Augmentation Contracts 6 
Candidate VectorVMS Timesheet and Expense Training Guide 

Edit Submitted Timesheet 

 

Approved Timesheets 
Timesheets that have been previously approved cannot be edited by you.  Contact the CAI 

help desk to make the change.  The contact information can be found on page 9 of this 

guide. 
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SUBMITTING EXPENSES 
Depending on the contract, you may or may not submit expenses through VectorVMS.  If 

you are not sure if you expenses are reimbursable, please contact your vendor. 

If your expenses are reimbursable and they are to be entered into VectorVMS, the process 

is similar to the timesheet submission process, and like the timesheet process, expenses 

should be entered by noon on Monday. The following screen shots highlight the expense 

submittal process, starting with the Login Page. 

Login to VectorVMS 

Access the Expenses 
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Enter the Expenses 

Please be sure to submit only those expenses that can be reimbursed.  If there is a question 

on what is reimbursable, please contact the CAI Account Management team. 
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CONTACTING CAI 
If you have any questions, please free to contact the Help Desk for each contract: 

 Arkansas: Arkansas_Help@compaid.com or 800-635-5138 

 Delaware: Delaware_Help@compaid.com or 800-635-5138 

 District of Columbia: DC_Help@compaid.com 

 Iowa: Iowa_Help@compaid.com or 515-288-1598 

 Michigan: Michigan_Help@compaid.com or 800-635-5138 

 New Jersey: NJ_Help@compaid.com or 800-635-5138 

 North Carolina: NC_Help@compaid.com or 800-635-5138 

 Virginia: SMSA_Help@compaid.com or 800-635-5138 
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