Online Timesheet & Expense System

Guide for Contractors

What you are aiming to produce…
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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
e N [
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· Log onto www.nationwidepeople.com
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WELCOME TO NATIONWIDE

Our business is all about people.

People who are looking for work. People
who need help running or restructuring a
business. Recruiting People.

Unlike some of our competitors we don't
do anything else!

Think of us a5 a management
consultancy specialising in recruitrment.

read more about us

SERVICES

We can help you with

finding a job, executive search &
selection, recruitment advertising,
outplacement and agency management,

O

QUICK YACANCY SEARCH

find

Latest vacancies
Senior Linux Support Administrator, Surrey
Radia Specialist, UK Wide - Project Based
Radia Specialist, UK Wide - Project Based
Acceptance Tester, South East

UAT Sytems Tester, Essex

Desktop Support Analyst, Wilshire
Desktop Support Analyst, Wilshire

IT Helpdesk Manager, Wishire,

Analyst Programmer, Hertfordshire

Finnish Speaking Junior Helpdesk Admin,
Berkshire

brawse all XML
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home

WHO ARE NATIONWIDE?
about us
corporate information

WE CAN HELP YOU WITH...

finding a job
fillng & vacancy

CONTACTING US
contact details
lookup an individual
working at nationwide

e-RECRUITMENT™

© my candidate details
timeshest administration
downlaads
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· Select the “timesheet administration” tab under the e-RECRUITMENT heading in the bottom right hand-side of the screen.
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© home

eRECRUITMENT: TIMESHEET ADMINISTRATION LOGIN

Please login below (al fields are required) WHO ARE NATIONWIDE?

© aboutus
Loginas? € Contractor © carporate information
€ Manager

Username:
WE CAN HELP YOU WITH...

Passward © finding  job

© fillng & vacancy

login

CONTACTING US
© cantact details

© lookup an individual
© working st nationwide

e-RECRUITMENT™

© my candidate details
© timesheet administration

© downloads
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· Click on Contractor Login then enter your user name and contract number in the boxes provided. 
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· You are now logged on to the private section of our web site dedicated to your work

· This screen shows all of your time and expense records (at the moment no timesheets have been entered and submitted for approval)

· Select Add Timesheet/Expenses Claims to start a new weekly record
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©RECRUITMENT: TIMESHEET ADMINISTRATION (CONTRACTOR)

Timesheets / Expenses claims
Hello Fred.1 Bloggs.1, these are your timesheets.

[Add Timesheet / Expense claim]

[search your claims]

You currently have no timesheets to list. Please use the 3dd 2 timesheet link to add 3 new timesheet.
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· Follow the instructions on screen for the relevant contract and date (there could be more than one in your list – perhaps old contracts or concurrent contracts you have at the moment). This will create a blank timesheet for you.

· Select the week beginning or ending date – the system will then help you put in correct date entries
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€RECRUITMENT: TIMESHEET ADMINISTRATION (CONTRACTOR)

Select a Contract and then create a new Timesheet/Expense claim
Contract reference (dlient)

contract [HHHH [BloggsTes)

Week  begining © ending ©

2102705
FORMAT: DO/MMAY

Date
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· A “blank” weekly record has been set up and now daily entries can be viewed and edited by selecting View/Edit on the right hand-side (this will open the timesheet) 
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©RECRUITMENT: TIMESHEET ADMINISTRATION (CONTRACTOR)
Timesheets / Expenses claims

Hello Fred.1 Bloggs.1, these are your timesheets.

[Add Timesheet / Expense claim]

[search your claims]

Client  Project description Contract reference For week ending Status  Auth Code
BloggsTest TEST HHHH Sunday 27/02/05  not View /edit Delete
submitted
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· Now it is possible for you to simply add daily entries by selecting Add Entry 
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Timesheet Entries / Expense claims
[Timesheets/Expenses list]]

[Edit timesheet headsr information]
[Print Timeshests & Expenses record]

©RECRUITMENT: TIMESHEET ADMINISTRATION (CONTRACTOR)
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CONTRACT ID HHHH
Contractors Name  Fred.1 Blaggs.1

Contractor Company PAYE

Week Starting  21/02/05
Week Ending  Sunday 27/02/05

[Add entry]

Date Rate Time Notes
This timeshest currently has no entriss
Submit Timesheet
CLIENT AUTHORISATION
Client Name  BloggsTest sign-off Manager N4
Location  London Authorisation Status 1.4,

Authorisation Date .4,
Authorisation code

Supplier Invoice o
Received n

PO Reference ot applicable
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· Complete the timesheet for EACH DAY worked by selecting a day from the drop-down list and then adding your daily entry. Overtime paid at rates other than normal rate need to be added separately. (N.B. please do not enter numeric £rate values, but show “single time”, “double time”, etc…we take the actual numeric values from your contract records and these could change throughout the duration of your contract)

· The notes section is a free text field where you can specify, for example, what work was completed on that day, or which department is paying for your time or what expenses you are claiming for that day.
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©RECRUITMENT: TIMESHEET ADMINISTRATION

Add Timesheet Entry / Expense claim

Date 21/02/05 Manday

Rate
(single time, double time etc) |5NgIe time

Time / Expense value  [75 Hours/ 1 Day

Notes / Expense desc  [No expenses
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· Once you are happy with all the entries for the week simply select Submit Timesheet. Your manager is now automatically emailed and prompted to look at your timesheet to either accept or reject it. If rejected you will be emailed to tell you this and you can then edit the timesheet and re-submit for approval (you do not need to keep generating new timesheets if something is wrong. Simply edit the one you have and resubmit for approval). If accepted you will also be informed via e-mail. 

· PLEASE NOTE: If you have recorded expenses we will still need your receipts

· It is advised that you print a copy of the Timesheets & Expenses record for yourself
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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
e N [
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· The summary below shows that a weekly timesheet has been submitted for approval
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©RECRUITMENT: TIMESHEET ADMINISTRATION (CONTRACTOR)
Timesheets / Expenses claims

Hello Fred.1 Bloggs.1, these are your timesheets.

[Add Timesheet / Expense claim]

[search your claims]

Client  Project description Contract reference For week ending Status  Auth Code
BloggsTest TEST HHHH Sunday 27/02/05  submitted view
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Please Note: Payments will be made eleven days after the week ending date (Sunday), as long as all required documents are received before the deadlines shown. Please refer to the payment schedule sent with your Administration Pack.

Please also remember that if you are working through a Limited Company, you should submit your invoice to accounts@nationwidepeople.com at the same time that you submit your timesheet. If, for any reason, you are unable to meet these deadlines - or you would like to confirm that everything is correct and your payment is going to be made on time - then please do contact our accounts department on +44 (0) 1491 842 280 or via e-mail at accounts@nationwidepeople.com and they will be pleased to help.

It is best to check with our accounts department, rather then assume everything is OK.
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