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Your self-service portal
In addition to approving timesheets and expenses, you have access to the following functions:
e View and print sales invoices or credit notes.
e  Access to summary information of your contractors.
e  Action agency information requests, acceptance of contract and compliance documentation
and/or submit queries using the comments feature.

Accessing InTime

To get started with InTime, use the URL provided by your agency administrator. You will be prompted
for your username and password, which will have been generated and sent to you directly from the
InTime system or via your agency administrator.
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‘ Username |

Password

Forgotten Password?

Important Natice: This site requires the use of cookies to Secure your access and to store
your display preferences. No idenity or personal information is stored and no third party
cookies are used. By logging in via this page you are agreeing o ihe use of cookies for
these purposes.

Copyright ® 2023 InTime. All Rights Reserved.

Your homepage.
Once you have logged in, you will be presented with the main InTime homepage, with your
dashboard.

= (O Timesheets & Expenses ~* Sales [ ] Compliance Profiles  [Bj Reporis

Welcome to your self-service portal

Here you can view and approve timesheets & expenses, review sales invoices & status and contract and compliance information. For further information please contact your agency

representative.
O Unauthorised 70,080.00 @ E Unauthorised 1,279.95 o

A Unpaid 4,250.40 e D For Acceptance 1] o
D Information Requests 0 o
D Expired 1]
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The navigation menu is located across the top of the page. Please be aware that the list of items in the menu bar
can
vary depending on the agency’s requirements.

The menu bar options will include the following as shown above:

e A multi square icon — taking you back to your homepage.

e Timesheets — provides access to unauthorised, historic approved and rejected timesheets and a
timesheet
search function.

e Expenses - this provides the same visibility as the available on the timesheet function.

e Sales — provides ability to access invoices and credit notes.

o Profiles — this gives details of your placements and associated clients

© In the top right hand corner of your screen
& Clientt Manager - Manager &7 @ Help~ e Your name — Click on this, options appear for you to:
v" Update your personal details.
v" Change password.

Personal Details
Change Password v Exit InTime.
Exit User e Bell Symbol — Advises you of notifications.
e Help —takes you to our on line documentation help bank.

Your dashboard

On your main home screen, your personal dashboard will provide you with a real-time status of your current
unauthorised timesheets and expenses. You will also see unpaid invoices and any contract documentation all of
which

you can easily access directly from the dashboard.

@ Unauthorised 70.080.00 D Unauthorised 1,.279.95 (7}

A~ Unpaid 4,250.40 2} D For Acceptance 0 [0)
D Information Requests 0 [0
D Expired 0

Timesheet and expense basics

Statuses of timesheets and expense claims explained:

Authorise: Timesheets displayed are awaiting authorisation.

Unauthorised: Timesheets displayed are awaiting authorisation but are viewable only on the
dashboard.

Approved: An approved timesheet or expense is one that you have approved for payment.
Rejected: A rejected timesheet or expense that has been rejected by you. You can provide a
comment as to why the timesheet or expense was rejected. Once rejected, the timesheet becomes a
draft for editing and resubmitting by the contractor.
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Approve or reject timesheets/expenses

To approve timesheets or expenses, go to Timesheet or Expenses on the menu bar and click
Authorise . You will then be presented with a list of all timesheets or expenses submitted by
contractors that require approval. Alternatively you can use the dashboard on your homepage and
select the appropriate item.

Authorise Timesheets

search:

Select All Select None Choose Columns. Show QT emries
< >
idj: Authorise PO~ PORequired = Approval Comments = Worker Worker Type ~ Worker Ref = Consultant = | Client Manager Placement
2120 =} r No Note, Advice LTD ADVNO Leader, Team  TMP (UK) Limited Manager, Clienti ADV_HOURLY_3
5282 0 rg No Bill, Self LTD SELFB ader, Team | TMP (UK) Limited Manager, Client1 TimePatiern-2
5285 o rs No Bill, Seif LTD SELFB eader, Team | TMP (UK) Limited Manager, Client1 TimePattern-2
5335 =} & No Bill, Seif LTD SELFB Leader, Team | TMP (UK) Limited Manager, Client1 TimePattern-2
5346 ] = No Note, Advice LTD ADVNO Leader, Team | TMP (UK) Limited Manager, Clienti ADV_MONTHLY_3
5354 8] r g No Note, Advice  LTD ADVNO Leader, Team | TMP (UK) Limited Manager, Clienti ADV_MONTHLY_3
5431 @] (3 No Note, Advice  LTD ADVNO Leader, Team ' TMP (UK) Limited Manager, Client1 ADV_HOURLY_3
5436 0 rg No Bill, Self LTD SELFB ader, Team | TMP (UK) Limited = Manager, Client1 TimePatiern-1
5584 =} & No Alvarez, Marie LTD WRK_MA Leader, Team  TMP (UK) Limited Manager, Client1 Pmt3
5587 =} r g No Alvarez, Marie LTD WRK_MA Leader, Team | TMP (UK) Limited Manager, Client1  Pmt3
< >

Showing 1 to 10 of 15 entries Previous 2 Next

Reset Columns

You can approve in one of two ways: Bulk approve: tick each item listed in the Authorise column that
you want to approve, enter your password and then click Approve. Approve each timesheet
individually by clicking on the timesheet ID. You will see a summary of the placement and the
timesheet details.
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Authorise Timesheet 5285 for Mr Self Bill

TIMESHEET
Timesheet for Mr Self Bill

Timesheet ID: 5285 Timesheet Status: Submitted

Submitted AL 12/05/2017 at 10:56:09 Submitted By: Mr Self Bill

Pending Approval By: Mr Client1 Manager Reject Reason:

Timesheet Approval Route: Client Manager Approval Approving Manager:

Period Ending: 14/05/2017 Timesheet Duration weekly

Placement Ref: TimePattern-2 Placement Period: 01/07/2016 to Unknown

Job Title / Sector. Job Title Worker. Mr Self Bill

PO: Client Site

Agency: Demao Agency Consultant: Team Leader

Client: TMP {UK) Limited Manager: Mr Client1 Manager

Total Hours: 24:00 Total Decimal Hours 24.00

Hourly Rate Total: Fixed Rate Total 24:00 (3.00 units)

Fixed Rate Breakdown: Full Day : 3.0 Total Charge: GBP 1,300.00

Date Rate Start Finish Break Hours Decimal
08052017 Full Day 1.00
09052017 Full Day 1.00
10/0572017 Full Day 1.00

APPROVALS

Type Result Route Date/Time Approver Comment

RATINGS
Appearance:
Professionalism’
Attitude:

Timekeeping:

\ 4 4 4 4
\ 2 4 4 4
\ 4 4 4 4
\ 2 4 4 4
\ 2 4 4 4

PO

| Search n

Comment or Rejection Reason

You must enter your password at the bottom of the screen and click either Approve or Reject. If you
select Reject, you will be presented with a new page asking for a reason for the rejection. This reason
will be sent back to the contractor so they can act accordingly.
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Email approval

If you have been set up for email approval, you will receive an email with the timesheet/expense
attached, containing links to approve or reject the timesheet. There is one approval link and a reject
link for each configured rejection reason.

Approved timesheets/expenses

Once you have approved these, they can be accessed by clicking Approved on the Timesheet or
Expenses menu. Clicking on the id of the item will open it fully providing more detail.

Search

If you need to find a timesheet or expense item, you can select the Search feature from the
Timesheet or Expense menu. Within this search form you can specify various dates, placements or
timesheet criteria to find specific timesheet or expense items.

Search Timesheets

O, SEARCH OPTIONS +
Status Timesheet ID Range Timesheet Frequency
Al v B Al v
Period End / Receipt Date Submitted Date Approved Date
Client Manager
Provider Worker
Search n Search n
Consultant
Placement Ref Range Project Reference Invoice Number
o

Contract documents

If dashboards are enabled within the agency client portal, contract documents and information
requests can be viewed by clicking the relevant item within the contract documents activity
dashboard. Alternatively you can use the Compliance option on the menu bar. To view your assigned
documents, click view in the last column of the document list.

For Pre-
ceept Reference Name Version Location Greated Attention Acceptance status Gagated fccepted fecepted Due, Expiry View
¥ of equired Y
ACT2 Eérsr:‘éng 2 ARy 5 | e Al Accepted | 0200612016 | 020062016 | ter™ View
Agency CI +q
gency 5 Placement Stuart Client1 - 021062016 | D2/062015 | Client .
AcT2 femsol |2 ADY_MONTHLY_2 | House Manager Accepted | 02/08/2016 | D2/DB/2016 | anager View
ACT2 eneat |2 P St Cead] Accepted | 02/06/2016 | D2/D6/2016 | Clientt View
o] TTTTTTTTS House Manager G DZuL20 /062016 | ianager
, reement Client TMP (UK) | Charles Client1 e [ [ )
Over A Agreement | 1 Client ares o | e Queried | 25(10/2016 281012016 View
< >
Showing 1 to 4 of 4 entries Previous - Next

To accept the document, click on the reference which will direct you to an actions area where you
can change the status to accept. Click Confirm Action to accept the document
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Contract Document Details

ACCEPT

Reference | Name Version  Location Created By For Attention OF Status  Created Date | Accepted Date Due Date View

Over A Agreement | 1 Client: TMP (UK Limited Charles Harrington Mr Client1 Manager Queried | 25/10/2016 N/A 02016 view
To accept this document change the status to Accept in the Actions section below

COMMENTS

Date Entered By Comments

251012016 1045 Charles Harrington Please review and accept

251012016 10:46 Client1 Manager don't understand...

ACTIONS

Add a comment | ‘

New Status Actions | unchangea v

accept disclaimer goes here

Confirm Action

Sales invoicing

Your portal allows you to view and download sales invoices. You can view unpaid invoices by
selecting the Unpaid option from your dashboard. Alternatively you can use the Sales option on the
menu bar, and use the search facility.

Q SEARCH OPTIONS -
hdain Date Ranges References

Client Manager

[Searen B = B

Warker Provider

[ searcn n [ searen n

Consultant

[searn B

Sent Status Paid Status Exported Status Perm Invoice

[an v [me v [a MR v

Credited Status Supplier Invoice Status

[2n v| [a v

ltem FO Status Has Purchase Order

[an v [a v

[

SelectAll  SelectNone  Choose Columns Shew snries
< >
Select Invoice Number Account Ref Ref Credited PO Num Invoice Date Client Consolidated By Consolidated Entity Net Tax Code Tax Gross Currency Exchange Rate. Net (GBP) Primary Ri

a 0000000210 DTMPUKLIM cun Various. 02/052017 TMP {UK) Limited | chent-manager Client! Manager 317040 T 63408 380448 GBP 1 317040 PostFinanc
] 0000000211 DTMPUKLIM < Test PO 03052017 TMP {UK) Limited | client-manager Client! Manager 108000 T1 21600 1,286.00 o8P 1 1,080.00  PostFinanc
4,250.40 850.08 510048 4,250.40
< >
Showing 1 to 2 of 2 entries - 0 rows selected Previous Next

o I I

Please note: Some functions are not applicable to Supplier Invoices.

Viewing profile information
There are two types of profile information available as a manager. They are:
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e Select Contractors from the Profiles menu, this provides details relating to all contractors who
are assigned to you.

e Select Placements from the Profiles menu, this will provide you a list of all active placements
that you are responsible for. You can obtain more information relating to the placement by
clicking on the reference/name.

This will show all details such as the agency, worker, manager and consultant associated with the
placement as well as any reference codes, start and finish dates, job descriptions and contract
documents.



