
Step One: 

Open an internet browser (Chrome, Firefox,etc.) and navigate to 
mcoe.org. Click on the Hamburger Menu 

 

 

 

 

 

 

 

 

 

 

 

Step Two: Click on the “Employees” button. 

 
 

 

http://www.mcoe.org/


Step Three: Click on “MCOE Timesheet Information” 

 
Step Four: Select the “Timesheet” hyperlink 

 



 

 

Step Five: Input your phone and pin and click submit 

 

 

 

 

 

 

 

 

 

Step Six: Select the Menu icon and Open With..  

 

  



Step Seven: Open with “Adobe Acrobat” 

 

 

 

 

 

 

 

 

 

 

 

 

 

Step Eight: Click on the “Sign” button 

  

 

 



Step Nine: Select “Fill and Sign” 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Step Ten: Select the Signature button 

 

  

 

 



Step Eleven: Create your Signature 

 

Step Twelve: place your Signature in the “Employee Signature” field with your finger. You can enlarge or 
shrink it by sliding the blue arrows. 

 
 

 



Step Thirteen: Create your “Initials” **Note the initials will actually be the DATE** 

 
 

Step Fourteen: Place the date in the “Date” field and size as needed 

 
 

 



Step Fifteen: Select the “Share”  button  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Step Sixteen: Select “Share a Copy…” 

 

  

 

 



Step Seventeen: Share via the Outlook App 

 

 

 

 

 

 

 

 

 

 

 

Step Eighteen: Lastly compose your email and send to your supervisor 

 

 

 


