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Welcome to C&M ONLINE Time Sheets!

C&M is the first travel recruitment agency in the UK to introduce online timesheets, this has
been created to make the submitting of your timesheets a less painful task and a much
easier and secure method of getting your hours to us, and there-by helping us get your pay
to you.

Advantages of online timesheets:

Accuracy of hours.

No more wondering! You will now receive a Prompt SMS/Email alert as soon as we have
received your time sheet! This simply means no SMS or email confirmation — then no time
sheet received...

No more of those painful phone calls trying to follow up on whether we have received your
timesheet or not.

The new flexible system will enable you to view your current and previous timesheets, and
therefore be able to check your timesheets in relation to payments received.

Reduced Paper use means environmental and cost savings.

Assistance and switching over:

Think you’re being left alone to ask your PC all your questions? Think again...Peter at C&M
deals with all your timesheets and payroll queries. She has already created an online
timesheet account for you and you should have received your login details on the
introductory email. We recommend that you change your password to something more
personal and memorable when you log -in for the first time. In the case of a forgotten
password, please don’t hesitate to contact Emma and she will confirm your password via
email.

For any payroll or timesheet enquires please contact Peter as follows:

Email: payroll@candm.co.uk

Phone: 0207 397 1295
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So, where do | start?

Below, we have included a basic user guide. Online timesheets are really simply, quick and
easy to use. To guide you through using online timesheets for first time, Log on to
www.timesheetz.net and follow the instructions below:

How to use Online Timesheets

Logging In

File Edit ‘Wiew Favorites Tools Help

GBack » = - @) fal ‘ & 5earch [F]Favorites & Media ®| - & = 5

Address I@ htkps: v, timesheetz, net/EtzWeb) SecureLogin,aspx

e-Timesheetz

User Mame:

Fassword:

Log In |

Forgot Your Password?

You have received your Username and Password on the introductory email, simply enter
the details as shown here, and Click “Log In”.

Entering your hours

/§ Timesheet Entry - Microsoft Internet Explorer

File Edit Wiew Favorites Tools Help

PBack ~ = - ° o | @Search [F] Favarites @Media ®| @~

Address @ hikkp: e timesheetz. net/EtzWeb/EtzApp/ TimesheetEntry, aspx

C & M Recruitment
kimal
Timesheet Entry  Change Password
Timesheet Entry
Company Start End Status

:gelec’c )P.rnex - Croydon 17 Jul 06 23 Jul 06 Timesheet Received
Select Amex - Croydon 24 Jul 06 2§ Jul 06 Waiting on Fax

Select Amex - Croydon 24 Jul 06 30 Jul 06 Waiting on Fax

Click on “Select” to open the timesheet for week’s hours you wish to submit. The online
system will automatically create a timesheet with the correct dates for every week you
have worked. You will also be able to follow-up on the Status of your timesheet here.
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Ok, so what’s next?

/] Timesheet Entry - Microsoft Internet Explorer

File Edit Wiew Favorites Tools Help

= Back ~ = - ° ol | @Search [F| Favarites @Media @ | @- =Nl E

Address I@ hitkp: d e, bimesheetz, net/Etz\Web/Etzapp) TimesheetEntry, aspx

C & M Recruitment
brookebl
Timesheet Entry  Change Password

Timesheet Entry

Company: amex - Croydon
Week Ending: 30 July 2006
Reference: 27795

Start Finish Break Total
Hours Hours
Monday 24 ul 2005 08 =lfoo =] Joo [=]]oo =] 4.00

Tuesday 25 Jul 2006 a0:00 a0:00 .00 0.00
Wednesday 26 Jul 2006 ao0;00 ao0;00 0.00 0.00  Edit Clear
Thursday 27 Jul 2006 o0:0o o0:0o 0.00 0.00 Edit Clear
Friday 28 Jul 2006 a0:00 a0:00 0.00 0.00 Edit Clear
Saturday 29 ul 2006 ao0;00 ao0;00 0.00 0.00  Edit Clear
Sunday 30 Jul 2006 o0:0o o0:0o 0.00 0.00 Edit Clear

Totals: 4.00

After selecting the week for which you wish to submit your hours, the following screen
above will appear. Simply click on “Edit” for day’s hours, which you wish to fill in. After
you’ve clicked Edit, drop down arrows will appear, and it is simply a case of selecting the
number of hours, which you have worked.

Once you have filled in your hours for that day, click on “Update” and this will automatically
add those hours to the timesheet you are creating. Once you’ve done this, simply click on
“Edit” inline with the next day, which you wish to complete.

Ok, I've entered my hours, what do | do now?

Sunday 30 Jul 2006 a0:00 0o0:00

Totals:

Clubrnit your timesheet hours an-line, You will then be able to print a
leqiff mredfcopy of this timesheet for signing by your manager,

Cancel

|@ Daone
iﬂﬁtart”J Sent Items - Microsoft O, | Bed CBM Mew Time Sheet Pro.., II@Timesheet E
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To submit the weeks hours click “here” at the bottom left hand corner of the web page.
This will submit your hours to us virtually instantaneously. BUT don’t forget to PRINT your
timesheet and have it signed by your manger before faxing it to us! You will be able to
follow up on where this fax is received or not, by checking the “Status” mentioned earlier in

this guide.

Once you have clicked to submit your timesheet the following should appear in the bottom
left hand corner of the web page:

Totals: 4.00

Cliprint a legible hard-copy of vour timesheet hours for signing by vour
mareger, hen your timesheet is signed please fax through on our timesheet hot-

line.

Cle-npen vour timesheet and amend any hours,

Cancel

@ Dane

iﬂﬁtart”J Sent Items - Microsoft Ou, ., | B CRM Mew Time Sheet Pro, .. “@Timesheet Entry -

This page will now give the option to print your timesheet, or to re-open your timesheet and
amend your hours if you’ve made an error.

How do | print my time sheet so that my Manager can Sign?

ernet Explorer

Is  Help

Blsearch (FFavorkes EfMeda €3 | - & = E

1ekfErzWweblEtzAppiPrint Timesheet, aspy

@rint your timesheet;

Select=Eile' then 'Print...' from the browser menu
Clidk here o return to timesheeat entry.

6 Long Lane
London
EC1A 9HF

WEEKLY TIME SHEET
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To print your time sheet click on the word “here” as circled above. The print instructions are
in RED and appear as shown at the top of the screen. It’s merely a case of Clicking on FILE,
then PRINT. Once you have printed your timesheet and had it signed by your manager,
please FAX your time sheet ASAP to our new fax number:

0870 428 5159

Once you’ve printed the time sheet you will be able to “click to return to the timesheet
entry”. This will bring you back to the first page displayed.

Ok so am | done yet?

/§ Timesheet Entry - Microsoft Internet Explorer

File Edit Wiew Favorites Tools Help

"Back ~ = - ° o | @Search [3] Favoarites @Media

Address @ hikkp: e timesheetz . nek/EtzwWeb/EtzApp/ TimesheetEntry , asp
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Timesheet Entry  Change Password
Timesheet Entry

Company Start End Status

Select Amex - Croydon 24 Jul 06 30 Jul 0 Waiting on Fax

You will now notice your submitted timesheet will be labelled “waiting on fax”. Once we
have received your fax the status will be displayed as “timesheet received”

Within one hour of sending your signed timesheet to us, you will receive either SMS or Email
confirming that we have received your timesheet.

If you do not receive confirmation, please login and check the status of your fax. If the
status remains “Awaiting on Fax”, please re-send the fax and contact Emma (see above) if
there are any further problems.
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