Online Timesheet & Expense System

Guide for Clients

Below is an example timesheet, just like the ones we will need you to authorise…
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Authorisation code: NotApplicable Authorise —I
Date Rate Time / Notes
Expenses
Description
21/02/05 Monday Single 7.5 hours/ 1 day No exp.
time
22/02/05 Tuesday Single 7.5 hours/ 1 day No exp.
time
23/02/05 Wednesday Single 7.5 hours/ 1 day £2.50 travel
time exp.
24/02/05 Thursday Single 7.5 hours/ 1 day No exp.
time
25/02/05 Friday Single 7.5 hours/ 1 day No exp.
time
26/02/05 Saturday Double 2 hours No exp.
time
CLIENT AUTHORISATION
Client Sign-off
Shent  BloggsTest Ve NA,
Location London Authorisation
Status
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…in order for us to pay the contractor working for you.
· Once a contractor has submitted a timesheet for approval every line manager entitled to authorise timesheets for this particular person will receive an email similar to that shown below….
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©RECRUITMENT: TIMESHEET ADMINISTRATION (CONTRACTOR)
Timesheet Entries / Expense claims

[Timesheets/Expenses list]]

[Edit timesheet headsr information]

[Print Timeshests & Expenses record]

CONTRACT ID HHHH
Contractors Name  Fred.1 Blaggs.1 Week Starting  21/02/05
Contractor Company PAYE Week Ending  Sunday 27/02/05

[Add entry]

Date Rate Time Notes

21/02/05 Monday single time 750U/ o exp [Edit]  [Delete]

22/02/05 Tuesday single time 150U/ o exp [Edit]  [Delete]

23/02/05 Wednesday single time 750U/ c2.50 travel exp.  [d]  [Delete]

24/02/05 Thursday single time 150U/ o exp [Edit]  [Delete]

25/02/05 Friday single time 750U/ o exp [Edit]  [Delete]

26/02/05 Saturday Double  Zhours o exp. [edi]  [Delete]
Submit Timesheet -

CLIENT AUTHORISATION

Client Name BloggsTest Sign-off Manager N4

Location  London Authorisation Status 1.4

Authorisation Date A
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· You can either enter the private client section of our web site via our Home Page or alternatively you can simply click on the link in the email message.

· Once you have carried out either of the steps above, you will need to log in by entering your username and password.
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Sent Wed 16/03/05 12:57

Fred.1 Bloggs.1 has subrmitted a timesheet against contract reference HHHH

[This timesheet is for wark cartied out in the week ending Sunday 13/03/105.
it was submitted on 16 March 2005 12:57.

[Should you wish, you can review this timesheet immediately by clicking
Iere ity fhwwwe natiomwidepeople comftimesheets/manager/

[Thank you for your help with the above

[TimesheetAdmin@natiomwidepeople. com

[This email has been scanned by the MessageLabs Email Securty Systerm
For more information please visit http: /iy messagelabs com/emal

[This email has been scanned by the MessageLabs Email Securty Systerm
For more information please visit http: /iy messagelabs com/emal
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· This will then take you directly into a screen with all the unauthorised (pending) timesheets that you may need to access.
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eRECRUITMENT: TIMESHEET
ADMINISTRATION LOGIN

Please login below (alf fields are required)

Login as? € Contractor
& Manager

Username: JanethNight

Password: |**#K|

login
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· Select View to look at the details of any timesheets
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eRECRUITMENT: TIMESHEET ADMINISTRATION (MANAGER)

Timesheets / Expense claims

Welcome to timesheet/expenses management Janet Night.
These are the timesheets/expenses daims for which you may have management responsibility.

[Search]

Contractor Contract Project For week Submission Status  Auth
Reference description ending  date time Code

Fred.1 HHHH TEST Sunday  16/03/05 pending [View]

Bloggs. 1 27/02/05  12:51:10

Fred.1 HHHH TEST Sunday  16/03/05 pending [View]

Bloggs. 1 13/03/05  12:57:29
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If you accept the timesheet entered by the contractor simply select Authorise and this will alert our Accounts Department to generate an invoice.

· When you authorise the timesheet you can also enter a unique authorisation code if your company requires this to be shown on any invoices we send to you. This may be required in addition to any Purchase Order Reference, Supplier Reference and Project Reference that needs to be supplied. 

· Once authorised the contractor cannot edit a timesheet – this provides an audit trail for our accountants. However, right up until the time a timesheet has been authorised it can be edited by the contractor. This includes timesheets you have rejected. Please see the system flowchart on the next page.

In the first instance, if you require any additional help with use of this system, please contact your Recruitment Consultant at Nationwide.
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