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Creating and Completing a Timesheet

1. Creating a Timesheet

After you have successfully logged in you will be on the Candidate Menu —

6 S P Rl N T Current User: Charlie Hunt  Agency: All Temps Agency

) simof g Heln

Candicdate - Main Menu

/| Timesheets
Mew Timesheets
Order Client Start Finish | Line Manager | Week Ending
CPS00004  Certral Processing Service 150807 310807 J Brown 290607 Select
Current Timesheets \
. . - Week
Crder Agency Chient Line Manager | Candidate Entling Status
CRPS00004 Al Temps Certral Processing J Braowen Chartlie Hunt | 220607 currert  Select
Acency Service A

l

If you are currently assigned to a job, you will be able to select the Week Ending date
for the timesheet you want to create.

Click Select next to the Week Ending date you want to create a timesheet against.
A blank timesheet will load, ready for you to enter your hours.

Note: you can only create a timesheet for the current week or the previous week.

Once you have created a timesheet for a Week Ending date, the date will no longer
appear in the New Timesheet list. The timesheet will appear in the Current Timesheet list.



Entering Hours

You can now enter you hours. You can only enter hours into the current and previous days.
E.g. if you create your timesheet on a Monday, you will only be able to enter your hours
into the Monday row. If you create your timesheet on the Friday, you will be able to enter
your hours in the Monday, Tuesday.....Friday rows.

Flease enteryour start and finish times using the 24 hour clock, e.q. 0800 and 1700,
ou do not need to add a decimal paint or any other puntuation.
Start Time Finish Tirme Break Total
Sat 16/06/07 | | L] [0 [v] | ohours
Sun 17/08/07 | | L] [0 [v] | ohours
Mon 180807 | 0900 | (1800 | |[15 [v| |&TShours
Tue 190607 0900 | [[1800 | |[30 [v| |85hours
wed 200807 | 0900 | |[1800 | |[30 [v| |®8.5hours
Thu21/08i07 | 0900 | | 1600 | [|30 [v| |6:5hours
Fri22imeio7 (0800 | |1730 | [ |45 |v| [B75hours
Total Hours worked: | 41 hours
[CIDSE] ’ Delete ] [ oave far Later ] ’ Continue

Break times are entered in minutes. E.g. half an hour is 30 minutes, an hour 60 minutes,
etc. If you are required to take a minimum break time, e.g. 15 minutes, you will not be able
to enter less than the minimum time.

Click Save for Later to close the timesheet if you have not entered all your hours. Your
timesheet will be available from the Current Timesheet list.

Click Continuer if you have fully completed your hours and are ready to send the
timesheet to your line manager.

Click Close if you no longer want to continue with this timesheet. Clicking close will mean
you will have to start your timesheet again — none of the information you entered will be
saved.

Click Delete if you want to remove this timesheet from Sprint. If you click delete, you will no
longer be able to create a timesheet for the week ending date. If you need to re-create the
timesheet you have just deleted, you will need to speak to your Consultant.



Completing the Timesheet and Managing Overtime

If the hours you have entered are not correct, click the Go Back button to return to the hour
entry screen.

ou are ahoutto submityaur campleted timesheet ta wour line manager.
Fleaze take a moment to check that the following information is correct.

[fyvou need to correct the titmesheet, click the 'Go Back' buttan.

Start Time Finish Time Break Tatal

Sat 16/06/07 0 hours
Sun 1710607 0 hours
Mon 18/06/07 oa0o0 1300 14 8.74 hours
Tue 1806507 o9ao 1800 20 8.9 hours
Wed 2000607 o800 1300 a0 8.5 hours
Thu 21706507 o900 1600 a0 6.5 hiours

Fri 22006507 Qoaoo 1730 45 8.74 hours

Total Hours worked: | 41 hours

Hours worked at Standard rate: | (40

Hours wworked at Owvertime rate:

Hours warked at Overtime2 rate:

AU

’ Clnsel [ Delete l [ 50 Back ] [ Complete Timeshest l

If you are entitled to work overtime, you will need to complete your overtime hours. If you
are unsure how many hours to allocate to overtime 1 and 2, please check with your Line
Manager or Consultant. If you have not worked any overtime, leave the figures for
overtime 1 and 2 as Zero.

Note: you may be working for a client where the overtime is calculated for you
automatically. If this is the case, you will not have to enter your overtime hours.

Now that your timesheet is ready for authorisation, click Complete Timesheet. Your
timesheet will now be sent to your Line Manager for approval.
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