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Introduction to Simply Personnel Timesheets & Expenses

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

A user can update their Timesheet & Expense entries on a daily basis, adding notes and check any
pending approvals which can be recalled and resubmitted.
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System Setup

Log on to Self Service with Administrator credentials to gain access to the System Setup.

Simply Personnel

Client/Project Management

Account Setup Wizard
Client List
Project List

Task List

Security Settings

Assign Persons to
departments

Use the wizard to get your account setup quic kly
Manage your clent detais
Manage your project detals

Manage your task detals

Setthe department to whi:h the person belong

Transfer
Requests

CostBilling Management

Billing Rates
Currency Codes
Calculate Cost and Billing

Calculate Expenses

Group TimeSheet

Group TimeSheet List

Transfers authorisation requests from one
approver to another

Set the billng rates & per the biling preference set for your company
Currency Codes for expense sheets entered by the users
(Re)Galkulate cost and biling for timesheets entered by the users

(Re)Cakulate expenses for expenseshests entered by the users

Manage the listof Group Timesheets

Home | Outstanding Requests | Timesheets & Expenses | Time & Attendance | System Setup | Reports | Appraisals
Personnel [ULLEELEELR-RINEUEEY) (Time 2 Attendance [Training| | General

ADMIN (LogOut)

Virtual Clock

This is where an Administrator can setup the Timesheet & Expenses defaults for Employees / Managers to

select and submit for approval.

Select Account Setup Wizard to help populate the system with the relevant Client/Project/Task entries.

The system will be updated with the details specified in the wizard, or alternatively, access the following

sections and click the Add button.

Client List

Simply Personnel

Search

Status: | All v

Active Name Code

True |Groner cR1 CoR1

O

Accounting Code

Home | Outstanding Requests | Timesheets & Expenses | Time & Attendance | System Setup | Reports | Appraisals
[~ | Timesheets & Expenses |- 0l e

[ Seorcn § Clear |

Created Date

14 July 2016 120437

S Apely Fiter g, Remove Fier [ Dovnioad

Last Updated Date

ADMIN {LogOut)

Virtual Clock

#EX

Add New Client
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Project List

Croner-

Simply Personnel

Home | Outstanding Requests | Timesheets & Expenses

Timesheets & Expenses || /1 = P S

R

Time & Attendance | System Setup | reports | Appraisals

Search

ADMIN (LogOut)

Virtual Clack

7 APPY Fiter <z, Remove Fiter 7] Downlosd

Active Billable Client Name Code Accounting Code Created Date. Last Updated Date
Tue  Tne  Croner mpiementation ® P 1400y 2016 120821 ZEX
Tue e Croner Traning ™ TR 140y 2016 120551 28 Novermber 2016 12,4558 b3

@Bm K10 System Setup

Add New Project

Task List

Simply Personnel

Timesheets & Expenses | /10 10 E S

Home | Outstanding Requests | Timesheets & Expenses | Time & Attendance | System Setup | Reports | Appraisals

Search

Status:

itis

ADMIN (LogOut)

Virtual Clock

5 Show Details

7 ApPlFiker g, Remove Fiter ] Downlosd

Active Billable Non ClientiTask Specific

Name

ng Rate

Accounting Code.

Last Updated Date.

X
X

Trve  [Tue  [rame Demo 200 w1
Tue Tme  Fohe Prone a0 P
Twe  Twe  |Fake Support 800 sP1 >4

@Bm 1o System Setup
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Users System Setup

Navigate to System Setup — Personnel — Login/Profiles — Users

ADMIN (LogOut)

Simply Personnel Vitual Glook

Outstanding Requests | Timesheets & Expenses | Time & Attendance | System Setup | reports | Appraisals

el LUE N Timesheets & Expenses Time & Aftendance Training General

Login | Profiles

Users. Manage It of Users,

Define the profiis that control the way the authorisations happens for different
Manage Authorisation Profiles st groups for the different set of data

Manage Security Profiles Define the profies that conirolthe aceessissturty for user groups.
Holiday & Absences.

Delete Cancelled And

Delete Cancelled And Refec e Reatests:
Rejected Requests e ted Redt

Performance Profile Management
Manage Ratings Define he ratings to be used in performance management modue.
Manage Priorities Define the priory values to be used i performanc e management moduke.
Manage Performance Profiles  Define the profis to be sed in performance mensgement modl.
Personal Development Activities

Manage Activities Define the activitis 1o be Used on the employee personal development screen

Documents Management

Policy Documents. Foliy Decuments

Each User within the system will need to be setup in order for the Employee / Manager to use the Timesheets
& Expenses feature:

ADMIN (LogOut)

Simply Personnel Virtusi Clock

Outstanding Requests | Timesheets & Expenses | Time & Attendance | System Setup | geports | Appraisals

LELL BN Timesheets & Expenses  Time & Attendance Training General

Adam Mitchell

Timesheet Settings

Preferences

Default Project
Default Task

Default Lines on Timesheet:
Show Weekends: 1) show Weekends on Timesheet Entry screen

¥ Automatically send overdue timesheet reminders.
13
days after they are due.
Timesheet Approver: Mann, Gareth

Advanced Settings

Active From: 10/08/2016 >

Scroll down and ensure the following has been setup (depending on if the Employee enters Timesheets etc.)

¥/ The person must enter timesheet
|#| The person must enter the start and end time for each time entry
¥ Allow use of adjustment/break time field (for meal breaks, stc.)
I/ Person must use stop watch to enter time
Do not allow the stopwatch to be restarted

[#I The person must enter notes/comments with each time entry
¥ prevent person from submitting incomplete timesheets
[=J Allow Flexi Time To Be Accrued & Used

¥ This person may enter expenses.

This persons timesheet must be approved by: | Mann Gareth (gareth. K M
Additional person to automatically email when timesheet approved: [
This persons expenses must be approved by: | Mann Gareth (gareth.mann@thedemocompany.co.uk) v
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Entering Timesheets and Expenses

Donald Bailey (Employee) (LogOut)
‘ Croner Virtual Clock

Simply Personnel

m Outstanding Requests | Timesheets & Expenses | Time & Attendance | Rotas
LELU BT (] My Details Phonelist Course Diary Total Reward Statement Holiday Planner Policy Documents.
Getting Started
8 Getting Started

Request a Holiday
’ ) Get started with the self service module by using the options on the
left.

Enter My Timesheets
Enter y eekly/d L You can review your own personal details, request holidays and
much more.

Enter My Expenses

If you need further help please ask your HR team.

Change Password

Anything that requires the user’s attention will be displayed in the bottom right corner of the screen:

Timesheets & Expenses

No Timesheet Entry for the cumrent period. Please enter your timesheat
You have not entered a timesheet for the penods: Week 28: Jul 11 - Jul 17,
2016, Week 29; Jul 18 - Jul 24, 2016, Week 30: Jul 25 - Jul 31, 2016, ...[more)

Timesheets waiting for approval. Please click on My Departments
Timeshests

8588

P wasting for ap Please click on My Departments
Expenses

An Employee User can now enter their timesheet from this screen or alternatively select the tab Timesheets
and Expenses:

Donald Bailey (Employee) (LogOut)
‘ Croner T

Simply Personnel

Home Outstandhg Requests Tlm!!hﬁe“ & Expenses Iimc&mmndan(c Roms

Timesheet
Enter Timesheets Enter my timesheet detals
My Timesheets Review all my fimesheets
Monthly Timesheet View View timesheets in monthly format
Expense
Expense Entry Enter my expenses
My Expenses Review all my expenses
Settings
My Projects Manage my st of projects
My Tasks Manage my fist of tasks

Simply Personnel 2006-2015. Version 2016 Release 1. Bulld Number-8500-30082016
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Entering Timesheets

Timesheet

Enter Timesheets
My Timesheets

Monthly Timesheet View

Enter my timesheet detals
Review all my timesheets

Jew timesheets n monthly format

This will open up a blank timesheet.

‘ Croner

Simply Personnel

Donald Bailey (Employee) (LogOut)
Virtual Clock

Home Outstandhg Requests Timesheets & Expenses Ilme & Attendance Rotas

nange Week: Week 47 Nov 21 - Nov 27, 2016 (Open) ¥ e Week 47: Nev ANy 27,2016 o @ o e

25Nov | 26Nov | 27 Nov

Total|

21Nov | 22Nov | 23Nov | 24 Nov
| Clsr:Ewoject | Task Mon Tue Wed Thu | Fn | Sat | Swn |
t‘ [select project] v || [select task] v &) ] (] Dl Dl 0 [ }00-00|
R ! (|| L | | W—| S| N i |
t project] v || [select task] v (] (] (] ] ] (]|
tproject] v | [select task] v D &) D 0 N D)
elect project] v || [select task) v D (] (] D D B}
00:00 00:00 00:00 00:00 00:00 100:00 00:00 00-00|
Submit Timesheet
blﬂ::‘ 10 Timeshest & Expenses
| |
Simply Personnel 2006.2016. Version 2016 Releass 1. Buks Numbar 960

The Timesheet will default to the current week, and an Employee User can then click on the day they wish to

enter.

The system can also be setup where an entry can be made on the above screen without having to click on the
individual day (highlighted in blue). — When updating a User’s settings in System Setup mentioned previously,
do not select ‘The person must enter the start and end time for each time entry’, otherwise the amount of

hours is inputted on the screenshot as above.
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An Employee User can select the date they wish to enter the time worked by using the calendar at the left of
the screen :

Donald Bailey (Employee) (LogOut)

‘ Croner e

Simply Personnel

Home | Outstanding Requests | Timesheets & Expenses | Time & Attendance | Rotas

Lok | O A C) —
mo tu we th fr sa su
Alcvember v oo v 8| [ _ Cllent-Project _ T | SunTime T €ndTime | Totsl [ Wote|
Mon Tue Wed Thu Fri Sat Sun| | [S8/€Ct Droject] v \[»«ec task] v [T ljoooo D X
1 2 3 4 5 8 ||[selectprojct] v | [select task) v | 00:00 D X
v e 2 [select proxct) v | [sslect tsk) v [T Joono X
@il 22 23 24 25 20 27 | | [select project] v || [setect task] v | oco:00 0 X
28 20 %0 | 100:00
_'3::»:5 112018
ER] 4 e s | S vt [ Seve o | =
Simply Personnel 2006.2016. \Version 2016 Release 1. Bulld Number 98

Once selected, a user can the select a customer/project and a task. The terminology of these can be defined
within the System Setup by and Administrator. Refer to the previous section (Account Setup Wizard).

A user would then enter the start and end times that have been worked, the timesheet will total up the hours
worked at the end of each column, and a user may also be required to enter notes which can be done by
clicking on the note icon to the right of the timesheet.

A user can save the timesheet at any time and they can also save and close the timesheet and come back to it
at a later date to complete.

My Timesheets:

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

Donald Bailey (Employee) (LogOut)

‘ Croner

Simply Personnel

Home | Outstanding Requests | Timesheets & Expenses | Time & Attendance | Rotas

ey e 21 November 2016 Q (Wi Vioe)
mo tu we th fr sa su
BRIl November ¥ B 2016 ¥ J’I Client-Project Task | statTime | EndTime | Total Note
Mon Tos Wed The Fii 8at Sun| | Cllent 1-Project 1 v Task 2 v| [09:00 | [12:00 Joz00 NIE
1 2 3 4 5 8 |[Cient2-Projct2 M \Tzskx v 15:00  [02:00 D £'3
e o 1011 12 13 — = ¢ =
& 15 16 17 18 19 20 | |-ent 3-Project3 v || Task 4 v [16:00 o120 [ X
24 25 20 27 | | Client 4Proect 4 v Tesk3 3| [17:00 oo 0 [x
[ | | lor00
TJodey: 25/1122018
ERLA A Now Lns | Sove Tameshect | Save 8 Gose | | Closc |
Simply Personnel 2006-2016. Version 2016 Release 1. Bulld Numbe

To submit a time sheet, select the timesheet as above, then click on the view icon at the right of the screen.
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j Confirm Timesheet Submission

Approver: Pethick Chris (Chvis Pethc k@ON1 co.uk)
cc:

¥l Send copy of emai to me
Notes:
|Please approve?

Confirm & Submit Cancel

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

Donald Bailey (Employee) (LogOut)
‘ Croner

Simply Personnel

Home | Outstanding Requests | rimesheets & Expenses | Time & Attendance | Rotas
| Timesheets & Expenses |

*' Show All timesheets Overdue timesheets Timesheets waiting for approval
3
Status Timesheet Period Hours Worked Approver Comments

@ Open Week 47: Now 21 - Nov 27, 2016 3730 Cheis Pethick B & X
I =
| @ submted  Week 46: Nov 14 Nov 20, 2016 0000 Chris Pethick  Show Comments >> ;;_,&
| @ (open Week 45: Nov 07 - Nov 13, 2015 00:00 Chis Pethick B & X
| @ Approves  Week 44: Oct31 - Now 06, 2016 %30 Chris Pethick  Show Comments >> E,&

Enter NEW Tamesheet
A Back to Outstanding Requests

Simply Personnel 2006-2016. Version 2016 Release 1, Buld Number S500-30082015

‘ Croner A Manager profile gives the user access to View their Staff Timesheet and
Simply Fersonviel Expenses requests which can then been approved.
Home | Outstanding Requests | Timesheets & Expenses | Time & Attendanc

O dine R, Ti h

They can also view their own submitted entries as an employee,

View Staff Timesheet Requests

View My Timesheet Requests

o i

View Staff Expense Requests

View My Expense Requests
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Timesheets & Expenses Page | 9 Build 12.8



‘ Croner-

HR - Tax +H&S - Reward

Chris Pethick (Manager) (LogOut)
‘ Croner Virtual Clock

Simply Personnel

Home | Outstanding Requests | rimesheets & Expenses | Time & Attendance | Reports | Rotas | My Team | Appraisals | Recruitment
[ | Timesheets & Expenses | | /' 0T

Select Paople: ® Timesheets waiting for approval ' Overdue timesheets ' All timesheets
From ¥ ] e | i |
Specti

| SelectAll | Desciect Al [ Approve |

Status Timesheet Owner Timesheet Period Hours Worked Comments

@ |submitted Bailey, Donakd {Donald Bailey@ON1.co.uk) Woek 45: Now 14 - Nov 20, 2018 0000 Show Comments >> E

%a«n to Outstanding Requests
¥

Simply Personnel 2006-2016 Version 2016 Release 1, Buld Number S800-30082016

The Manger can view submitted requests from employees here and use the tick buttons to the left of the
sheet status. The Select All feature can be used to highlight all requests to update en masse. The sheets can
also be filtered from the drop downs from the top.

The Timesheet entry can be expanded by clicking on the button on the right after the comments area. This will
then give a detailed breakdown of the sheet.

Approving/Updating/Deleting any entries from this point will send an email to both users to confirm.
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Enter Expenses:

Expense

Expense Entry

My Expenses

Enter my expenses

Review all my expenses

To enter an expense, select the Expense Entry option, this will open up the following window and will create

the expense sheet:

\

Expensesheet Title:

Expensesheet Date:

Opening Mileage:
3

Closing Mileage:

Vehicle Registration:

Extra Information:

J Create New Expensesheet

¥ Allow Foreign Currency To Be Entered

40,0008
40,5004
AB12 45F

~NA

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

Click on add and the expense sheet will open up, additional entries can be added to the sheet.

Each expense sheet is given a unique tracking number shown at the top of the sheet:

3 Show Details

Receipt
Tracking ID

00000002 21mene

|Expenses WIC 21-11-16

Date Type

Petral 1.6.2.0

Subsistence

Extra Infor]

Gotlunch st service

To add an expense click on Add New Expense, the following window will appear:
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Expense Date:
Expense Type:”
Mileage{mi):*

Amount Claimed:

Notes:

Got Recelpt:

Taxable:

Payment Method:*

Extra Information:

j Add New Expense

21/11/2016 bt

Petrol 1.5-20 ¥

500.002]

Opening Mileage: 40,0002
Closing Mileage: 40,5002

Frome London
To: Glasgow
70.002]

CredrCard ¥

A
N/A

¥ Recept Tracking 1D will be shown on the ist behing (\Wie the on your receipt)

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

Fill in all of the mandatory fields, the expense types are a predefined option previously set by the

administrator. If a receipt is available make sure the box is ticked at the bottom as this will provide a tracking

number for the receipt.

Once all of the information is complete click on Add. If the expense is for mileage, a user can select the option
from drop down box. This will add an extra field to complete. Enter the distance in miles, and the amount

claimed will work out the calculation of what the employee is entitled to. Click Add
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My Expenses:
This will take a user to a list of all of their expense sheets that have been open, submitted and approved.

To submit an expense sheet select the required by clicking on the green pencil, this will open up the expense
sheet and then click on submit.

Are you sure you want to submit the expenseshast 1o the approver?

OK Cance
Approver: Pethick Chris (Chwis Pethc k@ON1 co.uk)
cc:
¥ Send copy of emal to me
Notes:

My Expenses for the 21st

¥ | confirm these expense ems are accurate and incurrad by me
and | should be claiming for them

Ensure the tick box has been completed in order to submit the above sheet.
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Settings:

Settings

Manage my s

Manage my st

t of projects

of task

s

My Projects:

If the system administrator has allowed a user to specify which projects should be shown in their project list. A

user can choose the projects to show.

If this part of the system is incomplete all projects will be shown when a user enters a timesheet.

My Tasks:

As above, the system administrator has allowed a user to specify which projects should be shown in their
project list If this part of the system is incomplete all tasks will be shown when a user enters a timesheet.
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