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Simply Personnel: Timesheets & Exspenses

This document provides step-by-step guide for manager users to give an easy
understanding on using the timesheets and expenses system within the self service
module.

If at any time you need help or just need some questions answered please use our
on-line helpdesk at www.simplypersonnel.co.uk where you will find comprehensive
articles and an option to open a support ticket.

Thank you

The Simply Personnel Team.
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Log in to you self service account and you will see the main dashboard.

Charles Abbey (Manager) (LogOut)

simplypersonnel ey

361 N Outstanding Requests Timesheets & Expenses Time & Attendance Reports Rotas My Team Appraisals Recruitment

Home Page My Details Phone List Course Diary Total Reward Statement Payslips Holiday Planner Policy Documents

Getting Started Getting Started
Get started with the self service module by using
Request a Holiday the options on the left.
Use this option t w your holiday itlements and request holidays

You can review your own personal details, request
Enter My Timesheets holidays and much more.
Enter your weekly/daily timesheet
If you need further help please ask your HR team.
Enter My Expenses
Enter Your Expense Sheet
Personnel
e Your action is required for appraisals.

My Details/General

My Details Timesheets & Expenses
Review your own details @ Timesheets are overdue for submission.
Please click on My Timesheets

Course Diary @ o Timesheet Entry for the current
period. Please enter your timesheet —

Check the course diary for currently available courses

Policy Documents

Check your companies policy documents

Ec_Jit Profile

~

You enter your timesheet from this screen or you can select the tab Timesheets and
Expenses (the screen below will show)

Charles Abbey (Manager) (LogOut)

simplypersonnel e i o

Home Outstanding Requests RIUCELCEICRY ST ELEENY Time & Attendance Reports Rotas My Team Appraisals Recruitment

Timesheet
Timesheet
Enter Timesheets Enter my timesheet details
My Timesheets Review all my timesheets
Maonthly Timesheet View Wiew timesheets in monthly format
Expense
Expense
Expense Entry Enter my expenses
My Expenses Review all my expenses

Settings

Settings
My Projects Manage my list of projects
My Tasks Manage my list of tasks

Simply Personnel 2006-2009. Version 2009 Release 1
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Timesheet
Timesheet
Enter Timesheets Enter my timesheet details
My Timesheets Review all my timesheets
Monthly Timesheet View Wiew timesheets in monthly format

Enter Timesheets:

This will open up a blank timesheets.

David Garner (Employee) (LogOut)

simplypersonnel et Vil

Home Outstanding Requests RICELEEIERRSTEELEETY Time & Attendance Rotas

CV"\?”EE“"_"E'“ Week 22: May 25 - May 31, 2009 O O show
eek 22: May 25 - May 31, 2009 (Cpen) V| Open Weekends
Client-Project Task 2%2‘?’ 2?_34:\( 2&2?’ Qwuay QQFEEV Total
[select project] [select task] [ o[ m[ ™[ |® oo:moX
[select project] [select task] :H] :D :H] :D :H] 00:00 X
[select project] [select task] I:lD :lD I:lD I:lD I:lD 00:00 ¥
[select project] [select task] [ o[ Im[ [ |® oo:c0X
00:00 00:00 00:00 00:00 00:00 00:00

Add New Lines Save Timesheet Save & Close Submit Timesheet Undo To Last Time Saved

Saved 0 secs ago

%

It will default to the current week, then click on the day you wish to enter your time
worked. You can select the date you wish to enter the time worked by using the
calendar at the left of the screen.
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David Garner (Employee) (LogOut)

Simplypersonnel Help | Virtual Clock

L1 Outstanding Requests  Timesheets & Expenses Time & Attendance Rotas

Home Page My Details Phone List Course Diary Total Reward Statement Payslips Holiday Planner Policy Documents

[watch training video]

auickom | O w20 O o
mo tu we th fr sa su
‘| May M| 2008 (@ |’ Client-Project Task Start Time End Time Total Note
Mon Tue Wed Thu Fri Sat Sun
select project; select task 00:00
7 feeec projec felectas ) [ oo O X
g 7T o8 =2 10 [select project] [select task] I:l I:l o000 [ X
M4z 12 14 18 e 17
5 13 23 21 23 23 2a [select project] [select task] l:l I:l oo:o0 [ X
*® BB ralact project] [select task] [ 1 [ omeo D X
Todsy: 28/05/2008 00:00
Undo o st ime soved

Saved 0 secs ago

Simply Personnel 2006-2009. Version 2009 Release 1

Once you have the correct date select a customer/project and a task/phase (these
will have been set up by you administrator) then enter the start and end times that
you have worked, the timesheet will total up the hours worked at the end of each
column. You may also be required to enter notes. You can do this by clicking on the
note icon to the right of the timesheet.

You can save your timesheet at any time and you can also save and close your
timesheet and comeback to it at a later date to complete.

My Timesheets:

This will show you all of the timesheets that you have submitted, have been
approved or are waiting approval.

David Garner (Employee) (LogQOut)

Simplypersonnel Help | Virtual Clock

Home Outstanding Requests | CELEEIERASE RN Time & Attendance Rotas

@Showm\t\mesheets OOverdue timesheets OTimeshEEIs waiting for approval
Status Timesheet Period Hours Worked Approver Comments
@ open Viesk 22: May 25 - May 31, 2008 00:00 B & x
e Approved Week 21: May 18 - May 24, 2009 03:00 Show Comments >> E &
l Back to Timesheet & Expenses

Simply Persennel 2008-2009. Version 2009 Release 1
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To submit a timesheet , select the timesheet you want and click on the view icon at
the right of the screen.

David Garner (Employee) (LogOut)

simplypersonnel et Vit o

Home Outstanding Requests | CELEEIERASE RN Time & Attendance Rotas

Change Vieek: Week 22: May 25 - May 31, 2009 o Show
Week 22: May 25 - May 31, 2009 (Open) V| Open Weekends
. 25 May 26 May 27 May 28 May 29 May 30 May 31 May
Client-Project Task Mon TE Wed Thu = Sat T Total
[select project] [select task] :H] :D l:“] [ [l [ ] :“] 00:00
[select project] [select task] I:lD l:lD l:lD [ [l o ] I:lD 00:00
[select project] [select task] I:lD l:lD l:lD [ [l [l ] I:lD 00:00
[select project] [select task] :D :D l:“] [ [l [ ] :“j 00:00
00:00 00:00 00:00 00:00 00:00 00:00 00:00 00:00
Submit Timesheet

%

Then click on Submit Timesheet at the bottom of screen this will automatically send
an alert and an email to your approver (this is set up by you administrator).

Windows Internet Explorer |E|

\ ? ,\' Are you sure you wank ko submit the timesheet to the approver?

[ Ok J [ Cancel
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Expense
Expense
Expense Entry Enter my expenses
My Expenses Review all my expenses

To enter an expense entry select the option, this will open up the following window
and will create the expense sheet.

.] Create New Expensesheet =

Expensesheet Title: ||

Expensesheet Date: |28,’EIS..“2EIEI‘3 b

[¥] Allow Fereign Currency To Be Entered

Opening Mileage: | 0% |

Closing Mileage: | 0% |

Vehicle Registration: |

Extra information:

[Add—J Cance

You are required to give the expense sheet a title (i.e the week commencing date)
there is also an option to add the mileage and vehicle registration (if the administrator
has set it). You can also input extra information.

Click on ‘add’ and the expense sheet will open up, you can now start to add
expenses.
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Each expense sheet is given a unique tracking number shown at the top of the sheet.

David Garner (Employee) (LogOut)

simplypersonnel

Help | Virtual Clock

Home Outstanding Requests |I[CELEEIERRSTL LY Time & Attendance Rotas

test Garner.David.2805.F.1 28/05/2009 Open

o no expenses found!

Amount to Reclaim: GBP 0.00 Total Amount: GBP 0.00
The amount show above as "Amount to Reclaim” is the one that would be paid back to the employee.

Add New Expense Submit Expensesheet m

Simply Personnel 2008-2009. Version 2009 Release 1

To add an expense click on Add New Expense, the following window will appear.

j Add New Expense

Expense Date: | 28/05/2008 v

Expense Type: | . Select-—-- w

Amount Claimed: ©
Currency:”

Rate:”
Converted Value (GBP) ;
Payment Method:” | - |
Extra information:” ||
L™ |
Notes: L]
L™ |
Got Receipt: Receipt Tracking ID will be =hewn on the list behind (Write thiz on vour receipt)
Taxable: |:|

This expense item has been paid by me and should be reclaimed.

[ nddf cancel

Fill in all of the mandatory fields, the expense types are predefined options that your
administrator has already set up. If you have a receipt make sure the box is ticked at
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the bottom as this will give you a tracking number for the receipt. Once all of the
information is complete click on Add.... This will then add it to the expense sheet.

If your expense is for mileage you select the option from the ‘type’ drop down box.
This will add some extra field that you will need to complete.

j Add New Expense

Expense Date: |28IEIS,‘2EII39 v|

Expense Type:

Mileage(mi):
Opening Mileage:
Closing Mileage:

From: |Home |

Ton |Site |
Amount Claimed:
Payment Method: | cash w |
Extra information: miles to X000K
HNotes:
Got Receipt: O Receipt Tracking ID will be =hown on the lizt behind (Write thiz on your receipt)
Taxable: D

This expense item has been paid by me and should ke reclaimed.

[~ Ada—J Concel

Enter the distance in miles, and the amount claimed will work out the calculation of
what you are entitled to. Again click on ‘Add’ to add this to the expense sheet.

My Expenses:

This will take you to a list of all of your expense sheets that you have open, have
been submitted and have been approved.
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David Garner (Employee) (LogOut)

simplypersonnel

Help | Virtual Clock

Home Outstanding Requests [y CELERIERASTELELEY Time & Attendance Rotas

@ShowAH Expensesheets O Open Expen heet: O.. pen: heets Waiting For Approval OApproved O Paid
Status  Date Tracking ID Title Total AmOuntto. ¢ o ments Approver  Remarks
Amount Reclaim
0 Open 28/05/2009 Garner.David 2805.F.1 test 13.05 13.05 test I}g&x
l Back to Timesheet & Expenses

Simply Personnel 2006-2009. Version 2009 Release 1

To submit you expense sheet select the one you require by clicking on the green
pencil, this will open up the expense sheet, click on submit at the bottom of the
screen

&

Windows Internet Explorer

\ ? J Are you sure wou wank to submit the expensesheet to the approver?

[ Ok J [ Cancel

Settings:

Settings

Settings
My Projects Manage my list of projects
My Tasks Manage my list of tasks
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My Projects:

If your system administrator has allowed you to specify which projects should be
shown in your project list you can select this option to choose the projects to show.

If you don’t add anything to this list then all projects will be shown when you come to
enter your timesheet.

My Tasks:

If your system administrator has allowed you to specify which tasks should be shown
in your task list you can select this option to choose the tasks to show.

If you don’t add anything to this list then all tasks will be shown when you come to
enter your timesheet.

Outstanding Requests:

As a manager you may be required to approve submitted timesheets and expenses.
If a member of your team submits a timesheet/ expense sheet there will be an alert at
the bottom of the main dashboard as shown below.

Timesheets & Expenses

@ o Timesheet Entry for the current
period. Please enter your timesheet

f" You have not entered a timesheet for the
periods: Week 17: Apr 20 - Apr 26, 2009,
Veek 183: Apr 27 - May 03, 2009, Week 19:
May 04 - May 10, 2009, ....more)

[ Timesheets waiting for approval. Please
click on My Departments Timesheets

Select the tab Outstanding Requests. You can then view your staffs timesheets and
expenses.
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Manijit Sindhar (Manager) (LogOut)

simplypersonnel

Help | Virtual Clock

Home WelNIZIELEGENLELITEIEN Timesheets & Expenses Time & Attendance Reports Rotas My Team Appraisals Recruitment

Personnel Timesheets Time & Attendance

Outstanding Requests : Timesheets Outstanding Requests?
Use the options on the left to review your

OWN OF your teams outstanding requests.
View Staff Timesheet Requests

Use this option to view the staff timesheets waiting for your approval

e Ho Timesheet Entry for the
View My Timesheet Requests current period. Please enter your
Use this option to view your timesheets waiting approval [Eueabest

@ Youhave notentersda
timesheet for the periods: Week
17: Apr 20 - Apr 26, 2009, Vieek 18:

Qutstanding Requests : Expenses Apr 27 - May 03, 2009, Wiesk 19:

May 04 - May 10, 2009, ...(more]

- @ Timesheets waiting for approval.
View Staff Expense Requests Please click on My Departments

Use this option to view the staff expenses waiting for your approval. Timesheets

View My Expense Requests

Use this option to view your own expenses waiting approval

Simply Personnel 2006-2009. Version 2009 Release 1

Select the option you require. The window below shows a submitted timesheet entry
but the expense option will show the same.

Manjit Sindhar (Manager) (LogOut)

simplypersonnel

Help | Virtual Clock

Home [MelMEIELLILERENTTEEY Timesheets & Expenses Time & Attendance Reports Rotas My Team Appraisals Recruitment

Personnel Timesheets Time & Attendance

. @ Timesheets waiting for approval () Overdue timesheets () All timesheets
Select People:
O From:| o] o O s |
O Specific

DeSclect Al

Status Timesheet Owner Timesheet Period Hours Worked Comments

@ Submited  Abbey, Charles (abbeye@simplypersonnel,com) Week 18: May 01 - May 31, 2009 00:00 Show Comments > B

@Eack to Outstanding Requests

Simply Personnel 2006-2009. Version 2009 Release 1

Click on the view icon at the left of the entry to look at all the information that the
employee has entered.

To approve the time sheet click in the box next to the timesheet entry then click on
Approve.
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