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Clarius group e-Timesheets

Temporary Worker User Guide

Welcome to the Clarius group e-Timesheets system!

As a temporary worker through Clarius group, you will now be required to enter your
hours worked through the online system, rather than completing a paper timesheet.

The email you received containing this manual, and welcoming you to the Clarius group

e-Timesheet system provided you with your user name and default password. This
default password must be changed by you the first time you log-in to the system.

Entering your Hours Worked

Once you have successfully logged-in to the system, click on the 222 Hew Imeshest
button:

My Timesheets

Bedowr is a st of all fimesheets you have ordered by Project.

From: §| To: | §| m

You will then be presented with the “Modify Timesheet” screen.

To commence entering your hours worked, click on the & Add New b itt0n under
Timesheet Lines -

[Timesheef Lines
>

Start Date End Date Day of the Week Hours Minutes Breaks Delete

Mo data to display

Total Hours: Total Mins: Total Breaks:
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In the screen that is presented, enter your start date, end date (where applicable), start
time, end time, the total duration of breaks (in minutes), and any comments applicable,

and click -:

Add New Timesheet Line [
Stort Dotel | 10/08/2009 _LE“-:: 10/08/2009
Start Time: |08:30 End 1730

T g hour(s) 0 min(s)

This process should then be repeated for each day/shift you have worked.

Points to remember:

e You must enter a new row for each day/shift you have worked
Start and end times must be in 24 hr clock format
Time must be entered with a colon separating hours & minutes (eg 14:30)
Breaks must be entered in minutes
The comments section is for notes to your reporting manager or if you
require payroll to notice different rostered hours. This is not a compulsory
field that needs to be filled out.
e You may enter your time at any point during the week, and save the hours

entered to date by clicking on the ‘ icon:

WO )OO O

ProjecleefauIt Project | Alliance Recruitmentj

ID: NEW RECORD Created : 18/08/2007 Status:  Unsaved Changes! Number of Attachments: 0
Start: 10/08/200% Finish : 10/08/200% Hours: % Minutes : 4] Breaks: £0
El
Notes:
[

[ Timesheet Lines J
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Time you have entered so far will appear under the “Timesheet Lines” section of the
screen:

Modify Timesheet

FrojectlDefauIt Project | Alliance Recruitmentj
ID: NEW RECORD Created : 18/08/2009 Status:  Unsaved Changes! Number of Aft nts: 0
Start: 10/08/200% Finish : 11/08/2009 Hours: 18 Minutes : ] Breaks: 120

MNotes: | /

L

[ﬂmesheeT Lines ]
‘ @ Add New

Start Date End Date Day of the Week Hours

10/08/2009 10/08/2009 Monday Delete
11/08/2009 11/08/2009 Tuesday Delete
Total Hours: 18 Total Mins: 0 Total Breaks: 120

A completed Timesheet for the week should look like this:

FrojectlDefauIt Project | Alliance Recruitmentj

ID: NEW RECORD Created : 18/08/2009 Status:  Unsaved Changes! Number of Aftachments: 0

Start:  10/08/200% Finish : 14/08/200% Hours: 47 Minutes : ] Breaks: 240

MNotes: | jl

[ Timesheet Lines ]

@ Add New
Start Date End Date Day of the Week Hours Minutes Breaks Delete
10/08/2009 10/08/2009 Monday 9 0 60 | Delete
11/08/2009 11/08/2009 Tuesday 9 0 60 Delete
12/08/2009 12/08/2009 Wednesday 10 0 90 | Delete
13/08/2009 13/08/2009 Thursday 10 0 a0 Delete
14/08/2009 14/08/2009 Friday 9 0 60 Delete
Total Hours: 47 Total Mins: 0 Total Breaks: 360
[ Timesheet Expenses ]

After completing the process for all hours worked during the week, click the

icon.

Your timesheet will then be forwarded to your manager for approval.
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Claiming Expenses via the Timesheet System
The Clarius group electronic timesheet system allows you to submit expense claims

along with your timesheet, where your assignment has a provision for claiming said
expenses.

To submit an expense claim (other than for mileage), click © AddNew \nger
Timesheet Expenses.

[ Timesheet Lines ]
() Add New
Start Date End Date Day of the Week Hours Minutes Breaks Delete
10/08/2009 10/08/2009 Manday 9 0 60 Delete
11/08/2009 11/08/2009 Tuesday 9 0 60 Delete
12/08/2009 12/08/2009 ‘Wednesday 10 0 90 | Delete
13/08/2009 13/08/2009 Thursday 10 0 a0 Delete
14/08/2009 14/08/2009 Friday 9 0 60 Delete

Total Hours: 47 Total Mins: 0 Total Breaks: 360
[ Timesheet Expenses ]

" Q) Add New )

Description Details Total Including GST Delete

No data to display

Total Expense: 0 Total GST: 0

”

Select an expense type (“Travel, Accommodation & Car Parking”, “Telephone” or
“Other”), the Expense Amount (excl GSTi, a descriition of the expense claim, and the

date the claim was incurred, and click EEastiaE:

Add New Expense Line [2]

Enter new expense Line, you can modify the GST calculated using the box below.
Receipts are attached using the bution on the main form and must be inimage format

Type: |Trave|, Accomodation & Car Parking j
Expense Amount ($): Calculated GST (AUDS):
Car Parking, Sydney Rirport for trip to client site ;I
in Melbourne.
Descripton:
[ |
Date: [14/08/2009 [¥]
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The expense claim will then be displayed in the Timesheet Expenses section of your
electronic timesheet:

[ Timesheet Expenses ]

i Description Details Total Including GST
14/08/2000 Trav.el, Accomodation & Car F:ar Parking, Sydney Airport for trip to client site 42 42 | Delete
Parking in Melbourne.
Total Expense: 42 e G?‘TZ:

Uploading Receipts to Support Your Expense Claim:

Please note that any expense claims submitted via the electronic timesheet system
(excluding those for mileage allowances) should be supported by scanned copies of
receipts.

In order to upload scanned copies of your receipts, click on under
Timesheet Attachments -

[ Timesheet Attachments
> (e

Date Created Title Original Filename Delete View

No data to display

Enter a Title and Cothtachment, browse to the location of the
attachment, and click Add Attachment :

Add Attachment [=

Date Created: 18/08/2009 2:30:04 PM

Tita:
‘Expense Receipts - 18-08-09 |

Comments: | Receipt for Car Parking at Sydney Airport |

Updcad File: I
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Claiming Mileage Expenses

Where your assignment has the provision for claiming a mileage allowance for the use of
a personal vehicle, you may now claim for that expense via the electronic system.

Click on @) Add New under Timesheet Expense Mileages .

[ Timesheet Expense Mileages
>

Description Total

No data to display

Total Km: 0 Total: 0

Enter the details of your claim, the amount of the per kilometre allowance, the kilometres
travelled and the date the expense was incurred, and click :

Add New Expense Mileage [x]

Return trip to Paramatta for server installation. ;I

Details:

[

Fer Km (AUDS) | 0.54

Km |55
Total $29.7000000000000032

Date: | 14/08/2009 ]

Add Line
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To open a saved Timesheet, click on the Yigw [ Edit pytton in the “Active Timesheets”

section of the welcome screen:

Timesheets to Authrize

Active Timesheets

Completed Timasheets

Created
18/08/2009 3:08:54

View [ Edit

First Date

10/08/2009 8:30:00
AN

Last Date

14/08/2009 5:30:00
PM

IN PROGRESS

To submit your completed timesheet and expenses for approval, click the @ icon:

Modify Timesheet

FlojectlDefauIt Project | Alliance Recruwtmemj

ID: 6106 Created: 18/08/2009 Status : IN PROGRESS Number of Aftachments: 1

Start: 10/08/200% Finish : 147082009 Hours: 47 Minutes : 0 Breaks: 260

MNotes: | ﬂ

[ﬁmesheef Lines ]

(D Add New
Start Date | End Date Day of the Week Hours Minutes  Delete
10/08/2009 10/08/2009 Monday 9 0 60 | Delete
11/08/2009 11/08/2009 Tuesday 9 0 60 | Delete
12/08/2009 12/08/2009 Wednesday 10 i] 90 | Delete
13/08/2009 13/08/2000 Thursday 10 ] 90 | Delete
14/08/2009 14/08/2009 Friday 9 0 60 | Delete
Total Hours: 47 Total Mins: 0 Total Breaks: 360

[ Timesheet Expenses

(D Add New
Description Details otal Including GST GST Delete
14/08/2009 Trav.el, Accomodation & Car | Car Earkmg, Sydney Airport for trip to client 42.0000 2.2000 | Delete
Parking site in Melbourne. —
Total Expense: Total GST:
42.0000 4.2000
[ﬁmesheef Expense Mileages ]
(D Add New

Description

14/08/2009 Return trip to Paramatta for server installation. 55 0.5400 29.7000 | Delete
Total Km: 55 Total: 29.7000
[TlrnesheeT Attachments ]
@ Add New

Date Created Original Filename

Delete

18/08/2009 Expense Receipts - 18-08-09

U:\David Winks\White Papers\Change Management.pdf

Delete View
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Responding to “Questioned” Timesheets

If your Manager wishes to question any aspect of your timesheet, you will receive this
guestion via an email from the system:

©

| | Cn Q Y a9 = The following timesheet has been questioned. - Message [HTML)
L
~ Message

QLAY XD S Qe B WY B
2

Reply Reply Forward | Delete Moveto Create Other Block | Not Junk Categorize Follow Mark as
'- . lg select -

to All Folder~ Rule Actions~ | Sender - Up~ Unread
Respond Actions Junk E-mail (F Options F} Find
From: noreply @darius.com.au Sent: Tue 18/8,/2009 4:52 PM
To: David Winks
Cc
Subject: The following timesheet has been guestioned.

J» i

© alliance
o .

The following timesheet has been questioned.

Quesfion History

18/08/200% 4:51:30 PM : Matthew Owens - " Flease could you upload fhe receipt in image format so | can approve? Thnanks”

To view please go to nito://1$2.148.1.35/TimeCard /Timesheet.asox2 TimeShesfld=4105

Timesheet system & provided by The Clorius Group Lid.

©) alliance XANDLE SouthTech the one mr@ javl

4




Clarius

Group

To respond to the question, simply click on the hyperlink in the email, log in to the
system, click View / Edit against the relevant timesheet, enter your response to the

guestion in the window that is displayed and click feov
Questions =
18/08/200% 4:51:30 PM : Maithew Owens - Flease could you upload the receipt inimags format so | can
approve? Thanks
Ho problem. Please find receipt in .gif format ﬂ
. attached.
Question:

Once you have responded to the question you must request authorisation again by

clicking the icon.

NOTE: It is your responsibility to ensure that your timesheets are approved by
your authorising manager prior to the approval deadline for the pay period the
timesheet applies to.



