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Getting Started

The Recruitment Company will set up access for you on the system. A welcome email will be sent out
to you from Accounts at TRC followed by the auto generated email from the timesheet system with
your login details. If you do not receive this email please contact Accounts at The Recruitment
Company: PH 02 8346 6700 or lauray@therecruitmentcompany.com

The new user email will provide you with your username and password. It will also direct you to the
relevant URL to login.

Logging In

1.  You will see a login screen that looks like this image.
a. If you forget your Username or Password,
select ‘Forgot password’. astutepayrell.com
b. You can then enter your username or email
address and your details will be sent to your

registered email address.

2. When logging in, you may be presented with Terms and Rassls
Conditions that you will need to review and acknowledge.  remember e [ tocm |
3.  Once logged in, you can change your password in the
profile section. You are not able to change your username. REGe i iEtLL

Username
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& Dashboard

Dashboard

The Dashboard is the homepage of the payroll system, and it provides a snapshot of what is
happening on the system and a way to quickly access commonly used tasks.

The table below describes the functions of the Dashboard:

Function Description

Timesheet Summary | Provides a summary of recent timesheet activity.
Click on the link to be taken to the relevant timesheet.

Your Profile Displays the more commonly used functions in your profile — click on a
function to view or edit these details.

News Displays notices and news items.
This is designed to be a regularly updated snapshot of your firm’s news.

Downloads This is a document library compiled by TRC for your reference.

astutepayrell.com

Emily Emu Log Out
shboard @© Timesheets W Expenses News /Blog  Help Centre  Live Help

~— —

Hi Emily, welcome to your dashboard.

Here you'll be able to create, submit, and view the status of your timesheet(s) and expense(s), and
obtain information related to your job(s).

Not Opened: 7 Pending Approval: 0 Currently Rejected: 0  Awaiting Payment: (]
Recent Timesheet Activity Recent Expense Report Activity
il 3th Feb, 2013 No Expense Nofifications
EMU, Emily - % Payment Authorised e
Bird Sanctuary - Week OF: 4th Feb, 2013 View AllE
iew Xpenses >

EMU, Emily

’ Not Opened
S = =]
EMU, Emily

’ Not Opened
Brd Sanctuary - Week OF: 11th Feb, 2013 B ot ope

] Notices
:’:U' Erlmly k Of: 28th X E Hot Opened
ird Sanctuary - Week Of: 28th Jan, 2013
: : Welcome to your Payroll Portal....
EMU, Emily
Bird Sanctuary - Week OF: 21st Jan, 2013 E liot Opened Flease use the tabs at the top of this screen to:
EMU, Emily Enter attendance
Bird Sanctuary - Week OF: 14th Jan, 2013 (& ot Opened Approve attendance (for Approvers)
Add or Remove a User (for Approvers)

EMU, Emily Request a Report
Bird Sanctuary - Week OF: 7th Jan, 2013 (&) ot opened View the Live Attendance Summary

Access the Help Centre
And remember you can contact the Timesheets Online Helpdesk 8am to 6pm Monday thru Friday

View All Timesheets >
More News >

Your Profile

_Persunal Details ?a;swurd Employment Detall_s Date File
Your personal information. Change your password. Details about your current job.
No fies.
Bank Accounts Tax & Super Compliance Docs
Please complete. Info about your tax & super, The Terms and Conditions you've W el 1af1 (21w
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Timesheets

The deadline of approved timesheets is 9.30am Tuesday for the work done in the previous week. This
will be processed on Wednesday.

For timesheets submitted after this deadline, we have a second pay run on Thursday. The deadline
for submitting approved timesheets for this pay run is Thursday 9.30am.

In order to get your timesheets approved in time, please submit your timesheet to your approver by

midday Monday.

Timesheet Status

Function Description Action Required
Not Opened You have yet to enter any information into | Fill in and submit your timesheet by
the timesheet the deadline
Pending You have yet to submit the timesheet for Fill in and submit your timesheet by
Submission approval the deadline
Pending Your submitted timesheet is awaiting Follow up with your Approver to
Approval approval ensure the timesheet is approved on
time
Rejected Your timesheet has been queried and not Review reason provided for
approved rejection, update timesheet and
resubmit
Approved Your timesheet has been approved and is | No action required
awaiting payroll processing
Payment Your timesheet has been processed No action required
Authorised through payroll and is ready to be paid

Submitting Timesheets
There are three ways in which you can submit timesheets on the system:

e Dashboard

: click on “Log Time”

e Dashboard: click on the relevant timesheet in the Timesheet Summary

e Timesheets Tab: provides you with access to all timesheets, including future and archived

timesheets.

Multiple Jobs

The Timesheet Tab provides you with access to timesheets for different jobs that you may be working.

If you are working at multiple sites, the various jobs will appear as separate options on the screen.
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Completing Timesheets- Updated

1. Select the relevant timesheet
2. Insert hours worked on the timesheet:

e If you are working on an hourly rate, you will be required to insert your start and finish

times and any breaks you took during that work.

e If you are employed on a daily rate, you will be required to insert whether you worked a

full day, % day, % day or ¥4 day for each day of your timesheet

3. If you did not work during the timesheet period, tick the ‘I did not work this period’ check

box.

Select the approver from drop down menu

No o s

approve directly from their email account.

i35 Dashboads | © Tim

Click ‘Save’ if your timesheet is incomplete or you don’t yet wish to submit it.
Click ‘Submit Timesheet’ to submit your timesheet for approval.

Once submitted, your approver will automatically receive an email notification and be able to

Emily Test

og  Help Centr

Timesheets for Emily Test at TRC Group 290 sep, 2012- 29th Sep, 2012 ~

Date Start Finish  Breaks Notes Copy
Maon 23 Sep Omin 2 Motes
Tue 74 Sep 0min & notes w2
Wed 25 Sep omin $ Motes ~ ©
Thu 26 Sep amin & woes ~ | @

Fri 27 Sep omin 3 Motes v @
Sat 28 Sep amin & )
Sun 29 Sep omin 3 Motes v @
Notes for this period
[ | did not wark for this period
[~ My emproyme Thes this week
sustain a repartable
Ididnot $ | warkplace injury this period
4
Summary

Time has not been entered for any jobs for this period.

Total

0.00 hr

0.00 hr

0.00 hr

0.00 hr

0.00 hr

0.00 hr

0.00 hr

Pending Submission

History

Thursday 26th September, 2013 at (3%:42pm
Crested by Enily Test
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Timesheet new feature:

This is great tool to use if you need to add or change your timesheet approver.

After clicking ‘Submit’ button, select who you want to send your timesheet to from a list of pre-
authorized approvers. If the approver is not selected, your timesheet will automatically go to the
Primary Approver initially set up.

Please contact TRC accounts for creating your new approver via
lauray@therecruitmentcompany.com

Select Jobs to Submit

Test Cormpany  Pending Submission Pending approval
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Locating Timesheets

To locate your current/future/previous timesheets, you can select the date range drop box at the top
of your timesheet. Or go to>>Profile>>Click on ‘Active Jobs’ for current/future timesheets; >>Click on
‘Inactive Jobs’ for previous timesheets.

Emily Test

Timesheets for Emily Test at TRC Group

Current Week (Pending Submission)’

23rd Sep, 2013 - 25th Sep, 2013

Pending Submission

Date Start Finish Bre Hotes Copy Total
Future Timesheets >
Mon 23 Sep o Notes 0.00 hr FOT JlL B2 W
Wiew Timesheet Archive >
o History
Tue 24 Sep 0min $ Motes ~ ~ 0.00 hr
Thursday 26th September, 2013 at 03:42pm
) Creted by Emily Test
Wed 25 Sep amin $ Motes ~ = 0.00 hr
Thu 26 Sep Dmin 2 Hotes ~ 0 Dok
Fri 27 Sep Ormin 2 Noes ~ 0 omhr
Sat28 Sep omin 2 Notes v & 0.00 hr
Sun 29 Sep ormin 2 Moes ~ 0 omhr

Notes for this period
I~ Idid not work far this period
™ My employment finishes this week

sustain a repartable
tdidnot $ | warkplace injury this periad

4
Summary

Jroup/attendance/manage/MMID =12098date =2013-09-2381D=1211
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A Prafile

Timesheets for TRC Group

Ermily's Profile

Personal Details
25.08.2013
Pazsword

Employment Details 1.09.2013

Bank Accounts 8.03.2013

Tay & Super 15099013

¥TD Balances
22092013
Corpliance Docs

Active Jobs Per page 250 ltems
L] TRC Group

active Johs

EITRC Group

Job Details

Tirnesheets

Terms of Use  Privacy Policy  Environmental MNotice

Missing Timesheet

Status

Unopened
Unopened
Unapened

Pending Cormpletion

Pending Completion

-

Time

A

A

RlEA

0.0000 Hours

0.0000 Hours

Notes

This timesheet is overdue. Please submit or mark as did not work
This timesheet is overdue. Please submit or mark as did not work
This timesheet is overdue. Please submit or mark as did not work
This timesheet is overdue. Please submit or mark as did not work

This timesheet is overdue. Please submit or mark as did not work

M 4 10f1 PN

Data protected by 2048-bit secure certificate
5.2.0(20130923) ' Copyright @ Astute Corporation

If you are unable to locate a timesheet for your current week, it is likely that the finish date for your job
has lapsed and timesheets will no longer be presented.

Please contact The Recruitment Company to extend the finish date of your job.

Once a job has finished and all timesheets completed, the timesheet tab for the job will be removed.
You can access information and the timesheet archive for the job in your Profile > Job Profiles >

Inactive Jobs.

Resetting a Timesheet

Once you have submitted a timesheet you will no longer be able to edit it.

If the timesheet is Pending Approval you can ask your Approver to reject the timesheet.
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Once the timesheet has been approved, it can only be reset by TRC. Please contact accounts:
lauray@therecruitmentcompany.com for making changes.

Automated Reminders
You will receive the following emails reminders related to your timesheets:

1. Friday afternoon — First submission reminder: please remember to complete your timesheet
for the week. Needs to be submitted by midday Monday.

2. Monday 9am — Final submission reminder: if your timesheet isn’t submitted by midday you
may miss payroll deadline and your pay may be delayed.

3. Monday 12.30pm — Approval Reminder: your Approver will be reminded of any outstanding
approvals

4. Monday 12.30pm — Approval Reminder: you will be notified if your submitted timesheet has
not been approved (go and speak with your Approver)

5. Timesheet Approved/Rejected: you will be notified

6. If atimesheet has not been actioned by 12.30pm Monday, the Primary Approver will receive a
system generated reminder. If a Primary Approver has not actioned a timesheet by 2.00pm
Monday, the Secondary Approver will receive a system generated reminder.

Once a timesheet is approved, it will be ready for payroll. If a timesheet is rejected, it will be returned
to the contractor for correction and resubmission.
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