[image: image8.jpg]greenwepark

INTERIM & EXECUTIVE SEARCH





Timesheet Process

Logging in 
You would have already received an email containing your Username and Password when you initially started your assignment.  Use these details to log in to the system – if you have forgotten your details please click the link to resend (as highlighted in the example below): 
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username
word: X

send me my username and password





Completing your timesheet
When you have logged in you will be presented with your Current timesheet as follows:
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Home Change Passiord My Checkist Timesheet Entry Support

Current Timesheets | Completed Timesheets

Green Park 010ct 11 31 Oct 11 Open




Select your current timesheet and enter your days worked by clicking Edit on the relevant day:
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You can use the ‘Copy to all other working days’ option to save you entering the units worked individually.  When you have entered your units click ‘Update’ to save. 
Expenses
If you have provision for expenses on your assignment, you will note the Expense option at the bottom of the timesheet page as follows:
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Enter the total amount of the expenses you with to claim (exclusive of VAT – this will be added by the system if appropriate) then click ‘Save’. 
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Submitting your timesheet

Next click to submit your timesheet where the following submission options will be displayed to you (these are dependent on the agreement of your assignment):
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Electronic Sign
To submit your timesheet to a designated authorizer (you may have several to choose from subject to your assignment), tick this option along with the agreement notice as shown in the above example, then click ‘Submit’. 
An email will now be sent from the system on your behalf to your authorizer containing a link to your timesheet where it can be authorized.

What happens next?

The status of your timesheet is now ‘Awaiting Authorization’.  When your timesheet has been authorized by your manager you will receive an automated SMS from the system confirming authorization.  The timesheet’s status will now change to ’Awaiting Approval’:
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When your timesheet has been approved by us you will receive another automated SMS confirming your timesheet has been processed.  The status of your timesheet will now change to ‘Timesheet Received’ and it will move to the ‘Completed Timesheets’ tab on your portal (all completed and any cancelled timesheets will be available on this tab for you to view). 
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