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Submitting a Fixed Hours timesheet with no changes to original
booking hours

Introduction and Description

A Lecturer (Walter Strike) completed the booking for the Lecture from the Scenario 1 - Direct
Booking Fixed Hours example below.

The Department Coordinator wants to create a booking for a Lecturer Payrate £80.05 on
Tuesday from 09.00 - 13.00 for one week only.

This Lecturer Payrate £80.05 has already agreed to the booking with the course organiser, so
the Department Coordinator only wants to send it to one worker.

Step 1
Sign into the UAT Dashboard using your Worker account.

https://cambridgetest.demodashboardtechnology.co.uk

EE UNIVERSITY OF
¥ CAMBRIDGE

Sign in to the Dashboard

Sign in with your University account

Primary email *
Password *

JRemember me
Forgotten your password?

Portal registration is currently disabled

Didn't receive confirmation instructions? Confirm your account

Didn't receive unlock instructions? Unlock your account



https://cambridgetest.demodashboardtechnology.co.uk/

%ﬁ%{‘é‘%&’é Wialter Strike ~

GENERAL
Signed in successfully.
= Home

My Profil
ES My Profile Welcome Walter Strike to your Cambridge University account
Awailability

& Jobs

i@ Timesheets kel - prore

My Profile Availability Jobs Timesheets
Log out

Cambridge Universiry Privacy Poicy

Step 2

Select the Timesheets button

UNIVERSITY OF .
' CAMBRIDGE Home Walter Strike

GEMERAL .
Signed in successfully.

Home

My Profil
bl Welcome Walter Strike to your Cambridge University account

[ ]

Availability

Jobs

-3

Timesheets E e

My Profile Availability Timesheets

Log out

Camibridge University Privacy Policy




Step 3

The Timesheets page will display a list of outstanding Timesheets to submit.

B UNIVERSITY OF
CAMBRIDGE

GEMNERAL

Home

My Profile

& @ i

Availability

Jobs

o o

Timesheets

' To Submit
© Submitted
© Disputed

@ Approved
B Processed

Log out

Cambridge Uriversity Privacy Policy

Timesheets

Manage Timesheets

Booking Reference Match
Booking Title

Booking Type

Department

Location

Job Title

Walter Strike v

Timesheet Date From:
Timesheet Date To:

Timesheet Status

Status

Clear Search

Booking Title 5 Booking Type 5

Examiner Bocking Dirsct Booking

200020 | Lecturer Bocking Dir=ct Booking

Department ¥
Department of
Vetsrinary
Medicine

Department of
Vetsrinary
Medicing

Location

Department of
Veterinary
Medicine

Department of
Veterinary
Medicine

Job Title &

Examiner -
External (SP4G)

Lecturer -
Standard

Total Time  Total Pay (£)  Status

24/05/2022 : To submit

09:00 - 13:00

Displaying all 2 timesheets




Hovering the mouse over the Total Pay amount in the Total Pay column will display details of
the pay earned.

Hours Worked 04:00 B expenses )
Holiday £40.19 -
Pay £320.20 @ £80.05 W notes
p/h

Pay Rate £80.05 p/hour
Expenses £0.00
Mileage £0.00 (0.00
miles)

Break 0 min.

Step 4

To submit a Timesheet, select the To Submit button from the left-hand menu.

GENERAL
Home
B8 My Profile
& Availability
& Jobs

& Timesheets

[ To Submit

& Submitted

© Disputed

@ Approved

B Processed




Step 5

On the Timesheets page, tick the box next to the timesheet you want to submit and press the
green Submit button at the bottom of the page.

Timesheets

Manage Timesheets

Booking Reference Match

Booking Title

Booking Type
Select Ref & Booking Title & Booking Type ¥
All On
Page |
m] 200031 Examiner Booking Direct Booking
209029 Lecturer Bocking Direct Booking

W delee

inteall timesheets

Then press OK.

Please Confirm

Are you sure you want to submit the selected timesheets?

Cancel

Department

Location

Job Title

Department $

Department of
Veterinary
Medicine

Department of
Veterinary

Medicing

Location 2

Department of
Vaerinary
Medicine

Department of
Veterinary
Medicine

Job Title =

Examinar -
External (SP49)

Lecturer -
Standard

Walter Strike (R0l ~

Timesheet Date From:

Timesheet Date To:

Clear Search

Date ¢ Total Time  Total Pay (£)  Action
Dates 000 £000 & edit
B epense:
Wnotes
24/05/2022 0900 | 04:00 £360.39 & =
- 13:00 :
B epense:
| [




Step 6

You can view all submitted timesheets by selecting the Submitted button from the left-hand

menu.

UNIVERSITY OF
» CAMBRIDGE

GENERAL

£ Home

B8 My Profile

Availability

& Jobs

B Timesheets

‘ P Ta Cobnnid
© Submitted
w unpuwu
@ Approved

B Processed

Log out

Cambridge University Privacy Policy

Finish

Timesheets

Manage Timesheets

Booking Reference Match

Booking Title

Booking Type

Ref$ Booking Title Booking Type &

209029 Lecturer Booking Direct Booking

Displaying 1 timesheet

Department

Location

Job Title

Department ¢
Department of
Veterinary
Medicine

Timesheet Date To:

Location & Job Title 3 Date s

Department of Lecturer - Standard ~ 24/05/2022 09:00 -

Veterinary 1300
Medicine

Timesheet Date From:

Walter Strike m v

Clear Search

Action




Submitting an extra hour worked on a Fixed Hours timesheet

Introduction and Description

The Front of House Support (Wilma May) stayed an extra hour in the Scenario 3 - Post Job
with Fixed Hours example below.

The Department Coordinator wants to create a booking for a Front of House Support, Payrate
£10.15 Thursday from 14.00 - 22.00.

The Department Coordinator has a number of workers registered who they want to advertise
the role to, and then select from the pool of workers who have registered their interest in the
job.

Step 1
Sign into the UAT Dashboard using your Worker account.

https://cambridgetest.demodashboardtechnology.co.uk

{J UNIVERSITY OF

¥ CAMBRIDGE
Sign in to the Dashboard

Sign in with your University account

O Remember me
Forgotten your password?

Portal registration is currently disabled

Home Wilma May A

Signed in successfully.

Welcome Wilma May to your Cambridge University account

2= 8

My Profile Availability Jobs Timesheets



https://cambridgetest.demodashboardtechnology.co.uk/

Step 2

Select the Timesheets button

Home

My Profile

Step 3

Signed in successfully.

Welcome Wilma May to your Cambridge University account

— alnln
—
Availability Jobs

Wilma May v

Timesheets

The Timesheets page will display a list of outstanding Timesheets to submit.

I UNIVERSITY OF
CAMBRIDGE

Timesheets

GENERAL
Home

My Profile Booking Reference Match

o @ i

Availability

Jobs Booking Title

o o

Timesheets

2 To Submit Booking Type
© Submitted

o Disputed

@ Approved

B Processed

Manage Timesheets

Department

Location

Job Title

Wilma May Worker ~

Timesheet Date From:
Timesheet Date To:

Timesheet Status

Status

Clear Search

Ref & Booking Title 3

208047 | Front of Houss Suppart

Log out

Booking Type &  Department 2 | Location 3 Job Title 3 Date 3

Post Job Student Services | Cambassador

Centre L)

Education 02/06/2022

Services 14:00 - 2200

Total Time  Total Pay (£} Status = Action

[ o s | [ it
B expensss )

Wt (0)

072 £30.65

Cambridge University Privacy Policy
Displaying 1 timesheet




Hovering the mouse over the Total Pay amount in the Total Pay column will display details of
the pay earned.

Total Pay (£} Status = Action
Hours Worked 07:55 B =xpensss ()
Holiday £10.00

Pay £79.67 @ £1000p/m Wm0l
Pay Rate £10.00 p/hour

Expenses £0.00

Mileage £0.00 (0.00

miles)

Break 2 min.

Step 4

In this case the Front of House Support stayed an extra hour, so the timesheet needs to be
amended accordingly.

Press the Edit button at the right-hand end of the Timesheet.

Ref % Booking Title ¥ Booking Type = Department*  Location = Job Title Date ® Total Time  Total Pay (£} Status = Action

200047 | Front of House Support | Post Job Educstion Student Services | Cambasssdor | 02/06/2022 0758 2068 [ o submit |

Services Centrz {CLW) 14:00 - 22:00




Step 5
The Edit Timesheet page will be displayed.

Timesheets / Edit Wilma May Bl ~

Edit Timesheet

Booking Details:

Ref Title Booking Date Expiry Date
200047 Front of House Support 02/06/2022 14:00 - 22:00 27/05/2022 09:00
Contact Booking Type Job Event

Post lob Cambassador (CLA) (x 1)
Dress Code Instructions for Workers Location

Student Services Centre

Remaining hours available for this week: 40:02

Start time *

1400

End time *
22:00

Mileage

0.0

Unpaid Break *

30 minutes v

Update the End Time to 23:00 to reflect the extra hour worked and press the green Update
button.

11




Step 6
The Timesheet will refresh, and a yellow message will be displayed at the top stating that ‘The
timesheet has been updated’. The Total Pay figure will also be updated.

Timeshests

Manage Timesheets

Booking Reference Match Department
Booking Title Location
lob Title

Booking Type

Select Ref = Booking Title = Baoking Type ¥ Department =
All On
Fage [
O 209047 | Front of House Support Post Job Education
Services
!‘-_.-_;—--_ -idelete

Displaying 1 timesheet

Location =

Student Services
Centre

The timesheet has been updated.

Job Title =

Cambassador
[CLw)

Wilma May ~

Timesheet Date From:

Timesheet Date To:
Clear Search
p——
Date 2 Total Time [ Total Pay (£) | Action
02/06/2022 08:30 f3zeT & it
14:00 - 23:00 )
B expenses ()
W notes (0]
——

12



Step 7

Tick the box at the far left-hand end of the Timesheet and press the green Submit button to

submit the timesheet.

Timesheets

Manage Timesheets

Booking Reference Match

Booking Title

Booking Type
Ref = Booking Title =
208047 | Front of House Support

Then press OK.

Wilma May m ~

Please select ane or more items.

Department Timesheet Date From:
Location Timesheet Date To:
Job Title
Clear Search
Booking Type = Department = Location = Job Title = Date = Total Time  Total Pay (£) Action
Post Job Education Student Services | Cambassador 02,/06/2022 0830 £9567 & it
Services Centre [CLw) 14:00 - 23100

Please Confirm

Are you sure you want to submit the selected timesheets?

Cancel




Step 8

You can view all submitted timesheets by selecting the Submitted button from the left-hand

menu.

B UNIVERSITY OF
¥ CAMBRIDGE

GENERAL

Home

B8 My Profile

Availability

& Jobs

B Timesheets
2 T St
© Submitted
W vispuleu
© Approved

B Processed

Log out

Cambridge University Privacy Policy

Finish

Timesheets

Manage Timesheets

Booking Reference Match

Booking Title

Booking Type

Booking Title ¢

Front of House Support

Displaying 1 timeshest

Department

Location

Job Title

Booking Type ¢ Department Location & Job Title 3

Post Job Education Services  Student Services Cambassador
Centrs {CLw)

Wilma May m ~

Timesheet Date From:

Timesheet Date To:

Clear Search

Date s Total Time Total Pay (£) Action

0Z/06/2022 1400  08:30 £05 67 B-
- 2300
]
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Submitting a Draw Down timesheet with no changes to original
booking, but with travel expenses added

Introduction and Description

The Examiner (Walter Strike) submits the same total 80 hours across their timesheets but
wants to submit an expense for 100 miles travel to and from Cambridge, from the Scenario 2 -
Direct Booking Draw Down example below.

The Department Coordinator wants to create a booking for an Examiner Payrate £22.24 for the
next 8 weeks (one Term). The total amount of work to be completed is 80 hours (roughly 10
hours per week but it varies).

This Examiner Payrate £22.24 has already agreed to the booking with the course organiser, so
the Department Coordinator only wants to send it to one worker.

Step 1
Sign into the UAT Dashboard using your Worker account.

https://cambridgetest.demodashboardtechnology.co.uk

A UNIVERSITY OF
¥ CAMBRIDGE

Sign in to the Dashboard

Sign in with your University account

Primary email *

Password *

Sign in
CJRemember me

Forgotten your password?

Portal registration is currently disabled

Didn't receive confirmation instructions? Confirm your account
Didn't receive unlock instructions? Unlock your account



https://cambridgetest.demodashboardtechnology.co.uk/

%ﬁ%{‘é‘%&’é Wialter Strike ~

GENERAL
Signed in successfully.
= Home

My Profil
ES My Profile Welcome Walter Strike to your Cambridge University account
Awailability

& Jobs

i@ Timesheets kel - prore

My Profile Availability Jobs Timesheets
Log out

Cambridge Universiry Privacy Poicy

Step 2

Select the Timesheets button

UNIVERSITY OF .
' CAMBRIDGE Home Walter Strike

GEMERAL .
Signed in successfully.

Home

My Profil
bl Welcome Walter Strike to your Cambridge University account

[ ]

Availability

Jobs

-3

Timesheets E e

My Profile Availability Timesheets

Log out

Camibridge University Privacy Policy
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Step 3

The Timesheets page will display a list of outstanding

Timesheets to submit.

B UNIVERSITY OF
¥ CAMBRIDGE

GENERAL
£2 Home
My Profile
Availability
Jobs

Timesheets

@ To Submit
© Submitted
© Disputed

@ Approved

B Processed

Log out

Cambridge University Privacy Poficy

Step 4

Timesheets

Manage Timesheets

Booking Reference Match
Booking Title

Booking Type

Department

Location

Job Title

Timesheet Date From:

Timesheet Date To:

Timesheet Status

Status

Walter Strike

Clear Search

Ref = Booking Title = Booking Type ¥

209032 | Examiner Booking Direct Booking

208031 | Examiner Booking Direct Booking

209029  Lecturer Booking Direct Booking

Department 5 Location =

Department of
eterinany
Medicine

Department of
Veterinany
Medicine

Department of
eterinary
Medicine

Department of
Veterinary
Meadicine

Department of
\eterinary
Medicins

Department of
Veterinany
Medicine

Job Title =
Examiner -
External (5P49)

External (5P49)

Lecturer -
Standard

Total Time  Total Pay (£)

00:00 £0.00

24/05/2022
0200 - 13:00

£360.38

Status ¥

To submit

Locate the first Examiner Booking in number order from within the Ref column.

Ref = Booking Title = Booking Type = Department ¥  Location & Job Title 3 Date = Total Time  Total Pay (£} Status s Action

208032 | Examiner Booking Direct Bocking Department of Department of Sxaminer - Dates 0000 £0.00 To submit @ edit
‘eterinany “Weterinary External (5P49) )
Medicine Medicire [ expenses

Wnoes |
E—

209031 | Examiner Bocoking Direct Bocking Departmentof | Department of | Examiner - Dates 0000 £0.00 To submit @ =dit
\feterinany “Weterinarny External [SP49) )
Medicine: Medicine B expens

-

209029 | Lecturer Booking Direct Bocking Department of Department of Lecturer - 24705/2022 0400 £360.3% Submitt=d B evpenses
\eterinary Weterinary Standard 28:00 - 13:00 ) -
Medicine Medicine

1/




Step 5

As this was a draw down booking, we first need to input the hours worked during this week.
Select the Edit button from the far right-hand end of the timesheet.

Ref = Booking Title = Booking Types | Department | Location = Job Title 3 Date = Total Time  Total Pay (£} Statuss Action
208032 | Examiner Booking Direct Bocking Department of Department of Sxaminer - Dates 000 £0.00 & edi
eterinany Weterinary External (5P49)
Medicine Medicine B =tpen

209031 | Examiner Booking Direct Booking Department of | Department of | Examiner - Dares 0000 £0.00

\feterinary “Weterinary External [SP49)
Medicins Medicing

209029 | Lecturer Booking Direct Booking Department of | Department of | Lecturer - 24/05/2022 o400 £3603% Submitted
\eterinary Weterinary Standard 28:00 - 13:00
Madicine: Medicine

The Edit Timesheet page will be displayed.

Timesheets / Edit Walter Strike [0l ~

Edit Timesheet

Booking Details:
Ref Bonl:l'ng Title B-unl:iru_; Diate Eu:piry Date
2094131 Examiner Bookung S00F2022 - 05002022 200572022 14:54
Contact Booking Type Jab Event

Direct Booking Exsminer - External (SP49p(x 1)
Dress Code Instructions for Workers Location

Departrent of Vetennary Medecine

This is a draw down booking. You can create multiple timesheets for the dates and times worked during the week using the ‘Add More' butbon.
Total hoawrs to be worked for thes booking: 10

Total hoawrs entered for this booking: 5
Hours remaining: 5

Add More

Date Start Time End Time Unpaid Break Actions

31/05/2022 Q000 00:00 Mo break o m

The page will contain a blue notice reminding the worker that this is a draw down booking and
that multiple timesheets for this week can be created by selecting the Add More button.

18




Step 6

In this case the Examiner worked from 09:00 to 14:00 on Tuesday and Thursday, a total of 10
hours during the week as agreed. He also wants to claim 50 miles travel expenses on each
day. A total of 100 miles will be submitted for the week.

Enter the appropriate information in the timesheet fields, as shown below:

Date Start Time End Time Unpaid Break Actions

I 31/05/2022 09:00 14:00 I No break Update

In this example, Tuesday 31/05/2022 has been selected with a Start Time of 09:00 and an End
Time of 14:00.

Press the Update button.

The Manage Timesheets page will have been refreshed with a yellow message at the top
stating that the timesheet has been updated. The total pay figure for that timesheet will also
have been calculated.

Timesheets Walter Strike m ~

The timesheet has been updated.

Manage Timesheets

Booking Reference Match Department Timesheet Date From:
Booking Title Location Timesheet Date To:
Booking Type Job Title

Clear Search

Select Ref = Booking Title = Booking Type = Department = Location = Job Title 5 Date = Total Time Total Pay (£) Action

All On

Page ]

(] 209032 | Examiner Bocking Diirect Bocking Cepartment of Drepartment of Examiner - Datzz 00:00
Weterinary Weterinary Extermal [SP49)
Medicine Medicine

m} 209031 Examiner Bocking Direct Booking Department of Department of Examiner - Dates 05:00
Weterinary Veterinary Extemal [5P4D)
Medicine Medicine

—
!‘:'.:"'. .cele:e

Displaying all 2 timesheets




Step 7

The worker still needs to submit the hours worked on Thursday from 09:00 to 14:00.

To do this, select the Edit button from the far right-hand end of the timesheet for the same
booking.

Select Ref & Booking Title & Booking Type ¥ Department & Location Job Title 5 Date 3 Total Time Total Pay (£) Action
All On
Page [
a 200032 | Examiner Bocking Direct Booking Department of Department of Dates 00:00 £0.00
Wetarinary Wetzrinany Extzmal [SP49)
Medicine Medicing
] 209031 Examiner Booking Direct Booking Department of Department of Examingr - Diates 05:00 £946.87
Wetarinary Weterinany Extemal [3P49)
Medicine Medicime

The Edit Timesheet page will be displayed. Select the Add More button.

Timeshets / Edit Walter Strike ~

Edit Timesheet

Booking Details:

Ref Booking Title Booking Date Expiry Date
200031 Examiner Booking 30/05/2022 - 05/06,/2022 20/05/2022 14:34
Contact Booking Type Job Event

Direct Booking Examiner - External (SP49) (x 1)
Dress Code Instructions for Workers Location

Department of Veterinary Medicine

This is a draw down booking. You can create multiple timesheets for the dates and times worked durning the week using the 'Add More' button.
Total hours to be worked for this booking: 10

Total hours entered for this booking: 5
Hours remaining: 5

Add More

Date Start Time End Time Unpaid Break Actions

31/03/2022 0900 14:00 No break - Update

20




The Add More dialogue window will be displayed.

Add More

Date *

Start time *

End time *

Unpaid Break *

Mo break b

The worker inputs the hours worked for Thursday from 09:00 to 14:00, as shown below:

Add More

Date *
02/06/2022

Start time *

0%:00

End time *

14:00
Unpaid Break *

Mo break A

Finally, press the green Create button.

21



Step 8

The Dashboard interface will return to the Edit Timesheets page with the additional timesheet
displayed in the list.

A yellow message will be displayed at the top stating that the timesheet has been added.

Timesheets / Edit Walter Strike v

The timeshest has been added.

Edit Timesheet

Booking Details:

Ref Booking Title Booking Date Expiry Date
209031 Examiner Bocking 30/05/2022 - 05/06,/2022 20/05/2022 14:54
Contact Booking Type Job Event

Direct Booking Examiner - External (SP49) (x 1)
Dress Code Instructions for Workers Location

Department of Veterinary Medicine

This is a draw down booking. You can create multiple timesheets for the dates and times worked duning the week using the 'Add More' button.
Total hours to be worked for this booking: 10

Total hours entered for this booking: 10
Hours remaining: 0

Add Mare

Date Start Time End Time Unpaid Break Actions

31/05/2022 09:00 14:00 Mo break ~

I 02/06/2022 09:00 14:00 No break V

22




Step 9

Select Timesheets from the left-hand menu to navigate back to the Manage Timesheets page.

UNIVERSITY OF
CAMBRIDGE

GENERAL
£ Home
B8 My Profile
Availability

B Jobs

8 Timesheets i

@ To Submit
© Submitted
© Disputed

© Approved

B Processed

Timesheets / Edit Walter Strike m v
The timesheet has been updated

Edit Timesheet

Booking Details:

Ref Booking Title Booking Date Expiry Date
209031 Examiner Booking 30/05/2022 - 05/06/2022 20/05/2022 14:54

Contact Booking Type Job Event
Direct Booking Examiner - External (SP49) (x 1)

Dress Code Instructions for Workers Location
Department of Veterinary Medicine

This is a draw down booking. You can create multiple timesheets for the dates and times worked during the week using the 'Add More' button.
Total hours to be worked for this booking: 10

Total hours entered for this booking: 10

Hours remaining: 0

Add More

Date Start Time End Time Unpaid Break Actions

31/05/2022 09:00 14:00 Mo break

02/06/2022 09:00 14:00 No break

The Manage Timesheets page will now be refreshed to include the updated amount in the
Total Pay column. Hovering over the amount will display additional information.

Timesheets

Booking Title

Booking Type

Ref = Booking Title 3

208032  Examiner Booking

Booking Reference Match

Wialter Strike ~

Manage Timesheets

Department Timesheet Date From:
Location Timesheet Date To:
£271.24 To submit
Job Title Timesheet Status
Status v Hours Worked 10:00

Holiday £27.74

p/h
Pay Rate £22.10 p/hour
Booking Type#  Department$  Location & Jab Title & Date Total Time  Total Pay ()  Status & Action £0.00
DirectBooking | Deparimentof | Departmentof | Sxaminer- Detes 0000 00 To submit & e } STy o
Vetsrinary Vaterinary Sutrnal (39489) Break O min.
Medicine Msdicing

208031 Examiner Booking Direct3ooking | Departmentof | Departmentof | Examiner - e 10:00 37124
Veterinary Visterinary Snzrnal (3P49)
Medicine Medicine
208020 | Lecwurer Sooking Dirsct3ooking | Depsmmentof | Depanmmentof | Lecturer- 24/05/2022 04:00 36030 Submitted Bewen
Veterinary Visterinary Stzndard 09:00 - 13:00
Wedicine Medicine [
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Step 10

The worker now needs to add the Mileage Expenses.

To do this select the Expenses button at the far right-hand end of the Timesheet.

Timesheeats

Booking Reference Match

Booking Title

Booking Type
Ref = Booking Title = Booking Type ¥
209032 | Examiner Booking Direct Booking
209031 | Examiner Booking Direct Booking
208029 | Lecwursr Booking Direct Booking

Department

Location

Job Title
Department ¥ = Location =
Department of Department of
Wetgrinary Vieterinary
Medicing IMedicine
Department of | Department of
‘Weterinary eterinary
Medicine Idedicine
Department of Department of
Wetzrinary Vetzrinary
Medicine IMedicine

=1

o

=1

Job Title =

Examiner -
External (3248)

Examiner -
External (3P43)

Lecturer -
Standard

Date =

Dates

Dates

24/05/2022
09-00 - 13:00

Timesheet Date From:

Timesheet Date To:

Timesh

Status

Total Time
00:00

10:00

04:00

The following screen will be displayed. Select the Click here link.

eet Status

Total Pay (£)

£0.00

£27124

£260.39

Walter Strike el -

Clear Search

Status =

To submit

Subrnittad

Action

# edic

[§ =pensaz (1)

- motes (O

Timesheets / Expenses

Expenses for Examiner Booking (31/05/2022 09:00 - 14:00)

You currently have no Expenseq Click here o create an Expense,

Walter Strike A4

24




The Create new Expense page will be displayed,

as shown below:

Timeshests [ Expenszes [ New Expenses

Title *

Expense category *
Please Select

Amount *

Receipt date *

Please upload a copy of receipt *

Choose file | Mo file chosen

Diocument must be less than 2MB8 in size. Supported files: png, jpg. .gif, docx, doc, pdf

Walter Strike m ~

Create new Expense

In this case the Worker is claiming Mileage of 100 miles for the week. A worker is allowed to
claim 45 pence per mile. The amount needs to be calculated before it can be entered on the
form. The Dashboard system does not do this automatically, so the worker needs to calculate

this. 100 miles x 45p per mile = £45.

This page also requests that a copy of the receipt is uploaded. This should be a screenshot of
Google maps showing the route taken. An example is shown below:

i F;a%wonh Waterbeach
_ . . . o
= <r> m 8 r o X W Petrol | 'E Groceries | lem Hotels ¢ Q More tignes Boxworthy
= tmweraxton e Papworth Bar Hill Impington
Toseland Everard <
Knapwell Girton Milton
O | 567 68BN, High st, Baldock \
: 1 St Neots
. + [As2s)] Madingley Arbury ot Dgten
Q ‘ CB2 3QY, Pembroke St, Cambridge ‘ Colmworth Eaton Socon Cambourne oEm
- g Caxton Hardwick
Wyboston
@ Add destination =
Great oun
I Gransden Comberton
st ] Waresley.
Leave now ¥ Options
{Iph End
Great Barford Gemlingay,
Great Shelford
-Q Send directions to your phone g
Willington ; Harston
Cockayne Arrington Babraram
| Sandy Potton Hatley on
. . Sawston
(£ viaA505and A603 37 min
den 5 Wendy Shepreth =
Fastest route now due to traffic 23.6 miles fm) 43 min [ o 39 min
iti Upper 256 miles ingay. 275miles |
conditions ” Caldecote i vk o]
uxfor
& Biggleswade
Details — 0ld Warden Hinxton
Bassingbourg,
froom Steeple
: . Mordpen Seat
£ viaA505 39 min o Chesterford
Langford
27.5 miles Royston
Shefford Ashwell 5
mdon
Henlow.
X i lophill Barle
£ viaA603 43 min Newnham ! a/aa'\
Arlesey. Stotfold Therfield  F¥[ 1]
25.6 miles  fjisoe Kelshall Duddenhoe
Lower End Wendens
Stondon Barkway Ambo
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Complete the ‘Create new Expense’ form adding a Title, the appropriate Expense category
selected from the drop-down menu, the Amount being claimed in £, the Receipt date (this can
be the first date travelled that week) and the Google Maps screenshot uploaded, as shown
below:

Timesheets / Expenses / Mew Expenses Walter Strike m ~

Create new Expense

Title =

Mileage Expenses for the week
Expense category *

Mileage ~
Amount *

45
Receipt date *

31/05/2022

Please upload a copy of receipt ™

Choose file | Mileage Exp...es Claim.PNG

Document must be less than 2MB in size. Supported files: jpng, Jpg. .gif. dock, doc, pdf

Lastly press the green Create button.

The page will refresh with a yellow message at the top stating that ‘Expenses has been
successfully created’.

Timesheets / Expenses Walter Strike m ~

Expenses has been successfully created.

Expenses for Examiner Booking (31/05/2022 09:00 - 14:00)

Create a new Expense

Title Expense Category Amount Receipt Date Last Modified Actions
Milsage Expenses for  Mileage £45.00 31/05/2022 09/06/2022 11:10:14 =l o |
the week
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Step 11

Select Timesheets from the left-hand menu to navigate back to the Manage Timesheets page.
The Manage Timesheets page will now be refreshed to include the updated amount including
Expenses in the Total Pay column. Hovering over the amount will display additional

information.

UNIVERSITY OF
CAMBRIDGE

GENERAL
i# Home
B8 My Profile
8 Availability
& Jobs

i Timesheets

@ To Submit
© Submitted
© Disputed

@ Approved

B Processed

Log out

Cambridge University Privacy Policy

Timesheets

Manage Timesheets

Booking Reference Match
Booking Title

Booking Type

Ref$  Booking Title ¢

209032  Examiner Booking
209031

Exsminer Booking

209029  Lecturer Booking Direct Socking

Department

Location

Job Title

Department $

tof

Department of
Veterinary
Medicine

Department of
Veterinary
Medicing

Location 3

Depanment of

Veterinary
Medicine

Department of

Veterinary
Medicine

Department of

Veteninary
Megicine

Walter Strike m

Timesheet Date From:
Timesheet Date To:

Timesheet Status

Status

Clear Search

Job Title 3 Total Time  Total Pay (£)  Status &
Examiner - 00:00 £000
External (SP49)

Examiner -

External (3949)

Holiday £27.

Pay £221.00

p/m

Pay Rate £22.10 p/hour
Expenses £45.00

Break O min.
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Step 12

The Timesheet is now ready to be submitted.

To do this select the To Submit button from the left-hand menu.

UNIVERSITY OF
CAMBRIDGE

GENERAL

= Home

B8 My Profile

Availability

& Jobs

& Timesheets

@ To Submit
S J

- suuaes
© Disputed
© Approved

B Processed

Log out

Cambridge University Privacy Policy

Timesheets

Manage Timesheets

Booking Reference

Booking Title

Booking Type

Booking Title $

Examiner Booking

Examiner Booking

Lecturer Booking

Match Department

Location

Job Title

Booking Type ¢ Department$  Location $

DirectBooking | Department of
Veterinary
Medicine

Veterinary
Medicine

Direct3ocking | Department of
Veterinary

Medicine

Veterinary
Medicine

Direct3ocking  Department of
Veterinary

Medicine

Depantment of

Department

Job Title $

Examiner -

External (SP49)

Examiner -

Semal (5749)

Timesheet Date From:

Timesheet Date To:

Timesheet Status

Status

Date ¢

00:00

Total Time ~ Total Pay (£)

£36039

Walter Strike [l

Status $

On the following page, tick the Expense claim to be submitted and press the green Submit

button.

Timesheets

Booking Title

Booking Type

Select
All On
Page [

a 200032

200031

Manage Timesheets

Booking Reference Match

Booking Title &

Examiner Backing

Examiner Backing

Department
Location
Job Title
Booking Type ¢ Department 2 Location &
Direct Sacking Departmentof  Deperment of
‘eterinary Veterinary
Medicine Medicing
Direct Socking Departmentof | Depertment of
Veterinary Veterinary
Medicine Medicing

Job Title &

Examiner -
Extermal (SP43)

Examiner -
External (SP42)

Timesheet Date From:

Timesheet Date To:

Date % Total Time  Total Pay (£}
Datzz ] £0.00
Datzz 080 £271.24

Walter Strike v

Clear Search

Action




And press OK again.

Please Confirm

Are you sure you want to submit the selected timesheets?

Cancel

Step 13

To view all submitted timesheets, select the Submitted button from the left-hand menu.

g %Km%tﬁ]]ggg Timesheets Walter Strike m V

GENERAL Manage Timesheets
Home

My Profile Booking Reference Match Department Timesheet Date From:

o @ i

Availability

Jobs Booking Title Location Timesheet Date To:

-

Timesheets

[ i P S

Booking Type Job Title
© Submitted
W uispuy

@ Approved Clear Search

B Processed

Ref$ Booking Title & Boaking Type $ Department#  Location & Job Title & Total Time  Total Pay (£} Action

200031 Examiner Sooking Direct Booking Departmentof | Departmentof | Examiner- 10:00 34624
Veterinary Veterinary External (S240]

Log out Wedicine Medicine

200020 | Lecturer Baoking Direct Backing Department of Department of Lecturer - 24/05/2022 0300
Veterinary Veterinary Standard - 1300
Cambridge University Privacy Policy Medicine Medicine

Displaying all 2 timasheets

Finish
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Submitting a Fixed Hours timesheet with a change to the hours
worked and an added expense claim

Introduction and Description

A worker submits a Fixed Hours timesheet with changes to the hours
worked and an expense claim for printing costs.

One of the four Demonstrators (Wilf Bevan) from the 1st Accept, 1st Book with Fixed Hours
example submits an extra hour (stayed until 19.00) and submits an expense for printing some
paperwork for a student (£3.50), from Scenario 5 - 1st Accept, 1st Book with Fixed Hours
example below.

The Department Coordinator wants to create a booking for FOUR Demonstrators Payrate
£13.82 on Friday from 13.00 - 18.00.

The Department Coordinator has a number of PhD students registered as workers on
Dashboard who they want to advertise the role to. They don’t mind who accepts the role and
are happy for the first FOUR workers to accept it, to take the booking.




Step 1

Sign into the UAT Dashboard using your Worker account.

https://cambridgetest.demodashboardtechnology.co.uk

ECE UNIVERSITY OF
% CAMBRIDGE

Sign in to the Dashboard

Sign in with your University account

Primary email *

Password *

Sign in
[ Remember me

Forgotten your password?

Partal registration is currently disabled

Didn't receive confirmation instructions? Confirm your account
Didn't receive unlock instructions? Unlock your account

UNIVERSITY OF
CAMBRIDGE

GEMERAL
i Home
B8 My Profile
Availability
& Jobs

& Timesheets

Log out

Cambridge University Privacy Policy

Wilf Bevan v

Signed in successfully.

Welcome Wilf Bevan to your Cambridge University account

el - kel
2= - (%]
Jobs

My Profile Availability Timesheets
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https://cambridgetest.demodashboardtechnology.co.uk/

Step 2

Select the Timesheets button

%ﬁﬁ%‘tﬁl}%’ (?E Wilf Bevan v

GEMERAL . .
Signed in successfully.

i Home

My Profil
B2 My Profile Welcome Wilf Bevan to your Cambridge University account
Availability

& Jobs

My Profile Availability

Timesheets

& Timesheets E ahulle = ahulle
||
Jobs

Log out

‘Cambridge University Privacy Policy

Step 3

The Timesheets page will display a list of outstanding Timesheets to submit.

Timesheets Wilf Bevan Jgeiel ~
Manage Timesheets
Booking Reference Match Department Timesheet Date From:
Booking Title Location Timesheet Date To:
Booking Type Job Title Timesheet Status
Status s
Clear Search
Ref = EBooking Title = Booking Type Department Location = Job Title Date ¥ Total Total Pay Status = Action
* * Time (£)
209103 | Demonstrator Bocking First-accept, Department of | Department of | Demonstrator | 10/06,/2022 4:52 £77.46 # edit
First-boak Weterinary \ietarinary (5P33) 13:00 - 18200 )
hedicine Medicine i evpensss [0
- notes ()
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Step 4

First the worker needs to edit the timesheet to add the extra hour worked. To do this press the
edit button at the far right-hand end of the timesheet.

Ref = Booking Title ¥ Booking Type Department Location = Job Title 5 Date ¥ Total Total Pay Status = Action
= = Time (£)
209103 | Demonstrator Booking First-zczept, Cepartment of | Department of | Demonstrator | 10/06/2022 od:59 £7TAG
First-book Veterinary Veterinary [5P33) 13:00 - 13:00
MMedicine MMedicine

Step 5
The Edit Timesheet page will be displayed.

Timeshests / Edit wilf Bevan [[aad ~

Edit Timesheet

Booking Details:

Ref Booking Title Booking Date Expiry Date
200103 Demaonstrator Booking 10/06/2022 13:00 - 18:00 03/06/2022 13:00
Contact Booking Type Job Event
First-accept, First-book Demonstrator (SP33) (x 4)
Dress Code Instructions for Workers Location
We need 4 Demanstrators on Department of Veterinary Medicine

Friday from 13.00 - 18.00.

Remaining hours available for this weele 43:01

Start time ™

13:00

End time

18:00

Unpaid Break =

20 minutes ~

Details of the job are shown at the top of the page while the Start and End times are displayed

at the bottom. A blue message also displays the workers remaining available hours for the
week.
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Step 6
Adjust the End time from 18:00 to 19:00 and press the green Update button.

Start time ®

13:00
End time *

Unpaid Break *

20 minutes e

=

The page will refresh to display the Manage Timesheets page. A yellow note at the top states
that “The timesheet has been updated’. The new start and end time, total time and updated
total pay figure is now displayed.

Timesheets Wilf Bevan m -

The timesheet has been updated.

Manage Timesheets

Booking Reference Match Department Timesheet Date From:
Booking Title Location Timesheet Date To:
Booking Type Job Title

Clear Search

Select Ref = Booking Title = Booking Type ¥  Depariment ¥ Location ¥ Job Title Date = Total Time Total Pay (£) Action

All On

Page [

o 209102 | Demonstrator Booking First-accept, Department of | Department of | Demonstrator [ 10/06/2022 0540 £38.08 & edit
First-book Weterinary ‘eterinary {5P33) 13:00 - 19:00 )

Medicine Medicines B xpensas ()
W note: (0
!‘l:.:"'. . dalete

Displaying 1 timesheet




Step 7

Secondly the worker needs to edit the timesheet to add the printing expenses of £3.50.

Press the expenses button at the far right-hand end of the timesheet.

Select Ref = Booking Title » Booking Type ¥ Department ¥  Location = Job Title = Date ¥ Total Time Total Pay (£) Action
All On

Page [

] 209103 | Demenstrator Bocking First-gccept, Department of | Department of | Demonstrator | 10/06/2022 05:40 £88.08 & edit

First-book Veterinary eterinary [5P33) 13:00 - 1900
Medicine Medicine

The following screen will be displayed. Select the Click here link.

Timesheets / Expenses Wilf Bevan m ~

Expenses for Demonstrator Booking (10/06/2022 13:00 - 19:00)

You currently have no Expensed Click here o create an Expense.

The page will refresh displaying the ‘Create new Expense’ page.

Timesheets / Expenses / New Expenses Wilf Bevan m ~

Create new Expense

Title *

Expense category *
Please Select b

Amount *

Receipt date *

Please upload a copy of receipt ™

Choose file Mo file chosen

Document must be less than 2M8 in size. Supparted files: png, jipg, .gif. doct, doc, pdf
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Step 8

Fill in the ‘Create new Expense’ form with a Title, the type of expense from the Expense
Category drop-down provided, the Amount, Receipt date and a copy of the receipt uploaded,
as shown below:

Title =
Printing Expenses
Expense category *
Other Business Expenses W

Amount *

3.50
Receipt date *

10/06/2022

Please upload a copy of receipt *

Choose file | Printing Expenses.PNG

Document must be less than 2MB in size. Supported files: png, jpg. gif. dood, doc pdf

Finally press the green Create button.

The page will refresh displaying the created expense. There are buttons for creating another
new expense or editing and deleting previously created expenses.

Timesheets / Expenses Wilf Bevan m W

Expenses has been successfully created.

Expenses for Demonstrator Booking (10/06/2022 13:00 - 19:00)

Create a new Expense

Title Expense Category Amount Receipt Date Last Modified Actions

Printing Expenses Other Business Expenses £3.50 10/06/2022 13/08,/2022 10:04:36
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Step 9

Selecting the Timesheets button from the left-hand menu will display the Manage Timesheets
page. Note the expenses button now has a 1 on it, indicating one expense has been added to

this timesheet.

[# To Submit
© Submitted
© Disputed

@ Approved

= |

Ref = Booking Title = Booking Type Department Location = Job Title = Date ¥ Total Total Pay Status = Action
E = Time (£)

209103  Demonstrator Bocking First-zccept, Department of | Department of | Demonstrator | 10/06,/2022 05:40 £A8.08 To submiit
First-book Veterinary Veterinary [2P33) 12:00 - 1900

Medicine Medicinz

Step 10

Now the worker can submit this timesheet. To do this select the To Submit button from the
left-hand menu.

& Timesheets

[ To Submit [
Jm

& >ubmitea
© Disputed
@ Approved

B Processed




Step 11

The page will refresh to display the Manage Timesheets page.

Tick the box to the left-hand end for the timesheet that needs to be submitted and press the
green Submit button, as shown below:

Timesheets

Manage Timesheets

Booking Reference Match Department
Booking Title Location
Booking Type Job Title
Select Ref = Booking Title = Booking Type ¥  Department =
AllOn
Page [
] 208102 Demonstrator Bocking First-accept, Department of
First-book Veterinary

Iedicine

And press OK again.

Please Confirm

Wilf Bevan v

Timesheet Date From:

Timesheet Date To:

Clear Search

Location = Job Title 5 Date = Total Time Total Pay (£) Action
Department of | Demonstrator | 10/06/2022 0540 £28.08 @ edit
Veterinary [5P33) 13:00 - 19:00

Medicine

Are you sure you want to submit the selected timesheets?




The page will refresh displaying a yellow message stating the timesheet has been submitted.

Timesheets

Manage Timesheets

wilf Bevan [Tl ~

The selected items have been submitted

Step 12

To view submitted timesheets press the Submitted button from the left-hand menu.

i Timesheets

| [# To Submit

& Submitted h

W Liaspuna

& Approved

B Processed

The Manage Timesheets page will be displayed showing the submitted timesheet.

Timesheets

Manage Timesheets
Booking Reference Match Department
Booking Title Location
Booking Type Job Title

Ref = Booking Title Booking Type Department = Location ¥

208103 | Demonstrator Booking First-accept, First- | Depamment of Department of

book \feterinarny ‘Wetzrinary
Medicine Medicing

wilf Bevan (el ~

Timesheet Date From:

Timesheet Date To:

Clear Search

Job Title # Date ¥ Total Time  Total Pay (£)  Action
Demornstrator 10,/06/2022 05:40 £8158 B evpenses (1)
(5233 13:00 - 19:00




Note the Total pay figure has been updated to include the expense.

Ref = Booking Title ¥ Booking Type = Department =
208103 | Demonstrator Booking First-accepe, First-  Department of
book Veterinary
Medicine

Location = Job Title = Date ¥ Total Time JTotal Pay (£) J Action
Department of Demaomnstrator 10/06/2022 05:40 19153 = —
Wesrinary [5R23) 12:00 - 1900

Medicine

W notes ()

Finish
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Deleting a timesheet
Introduction and Description

A worker wants to delete their timesheet.

The Examiner (Walter Strike) did not work any hours in one of the weeks (and did more in
another week) so wants to delete that timesheet entirely, from Scenario 2 - Direct Booking
Draw Down example below.

The Department Coordinator wants to create a booking for an Examiner Payrate £22.24 for the
next 8 weeks (one Term). The total amount of work to be completed is 80 hours (roughly 10
hours per week but it varies).

This Examiner Payrate £22.24 has already agreed to the booking with the course organiser, so
the Department Coordinator only wants to send it to one worker.




Step 1

Sign into the UAT Dashboard using your Worker account.

https://cambridgetest.demodashboardtechnology.co.uk

ECE UNIVERSITY OF
% CAMBRIDGE

Sign in to the Dashboard

Sign in with your University account

Primary email *

Password *

Sign in
[ Remember me

Forgotten your password?

Partal registration is currently disabled

Didn't receive confirmation instructions? Confirm your account
Didn't receive unlock instructions? Unlock your account

UNIVERSITY OF
CAMBRIDGE

GENERAL
= Home
B8 My Profile
Availability
& Jobs

& Timesheets

Cambridge Urivers

Wialter Strike v

Signed in successfully.

Welcome Walter Strike to your Cambridge University account

=9 ke
2=} a
My Profile Availability Timesheets
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Step 2

Select the Timesheets button

UNIVERSITY OF
¥ CAMBRIDGE

GENERAL
= Home
My Profile
Awvailability

Jobs

Timesheets E

My Profile

Log out

Camibridge University Privacy Policy

Step 3

Signed in successfully.

Welcome Walter Strike to your Cambridge University account

s

Availability

Walter Strike v

Timesheets

The Timesheets page will display a list of Timesheets to submit and ones which have been

Timesheets Walter Strike v
Booking Reference Match Department Timesheet Date From:
Booking Title Location Timesheet Date To:
Booking Type Job Title Timesheet Status
Status ~
Clear Search
Ref = Booking Title = Booking Type =  Department = | Location = Job Title = Date = Total Time Total Pay (£} Status = Action
208032  Examinsr Booking Direct Booking Department of | Department of | Examiner - Dtz 00:00 £0.00 To submit # it
Wetzrinary Vetarinary External (SP43) )
Iedicine Medicine B expense
209031 | Examiner Booking Direct Booking Department of | Department of | Examiner - Diztaz 10:00 £316.24 Submitted
Weterinary Veterinary External (SP43)
Medicine Medicine
209029 | Lecturer Booking Direct Booking Department of | Department of | Lecturer - 24/05/2022 0d:00 £160.30 Submitted
Weterinary Veterinary Standard 09:00 - 13200
Pdedicine Medicine




Step 4

If a worker does not work any hours during one of the weeks they were booked to work, they
will still have an outstanding timesheet in their list of timesheets to manage. In this situation the
worker can delete the timesheet for that week.

To delete timesheet with zero hours, first locate the timesheet in the Manage Timesheets list

making a note of the timesheet reference number in the Ref column.

Timesheets

Manage Timesheets

Walter Strike N

Booking Reference Match Department Timesheet Date From:
Booking Title Location Timesheet Date To:
Booking Type Job Title Timesheet Status
Status A

Clear Search

200032 | Examiner Booking Direct Booking Department of | Department of | Examiner - Dates 00:00 000 [ i
Wetzrinary Vetarinary External (SP43)
Medicine Medicing
209031 | Examiner Booking Direct Booking Department of | Department of | Examiner - Diztaz 1000 £316.24 Submitted
Weterinary Veterinary External (SP43)
Pedicine Medicine
209029 | Lecturer Booking Cirect Booking Department of | Department of | Lecturer - 24/05/2022 o400 £360.39 Submitted
Weterinary Veterinary Standard 09:00 - 13:00
Medicine Medicine
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Step 5

Select the To Submit button from the left-hand menu.

GENERAL

g2 Home

B8 My Profile
Availability
& Jobs

& Timesheets

# To Submit

'/..:}‘

& Submitted
© Disputed
@ Approved

B Processed




Step 6

On the Manage Timesheets page, tick the box next to the timesheet you want to delete. Make
sure it is the correct timesheet if there is more than one. Press the red Delete button at the

bottom of the page.

Timesheets

Manage Timesheets

Booking Reference Match Department
Booking Title Location
Booking Type Job Title

Select Ref = Booking Title ¥ Booking Type = Department 5

AllOn

Page [

208032 | Examiner Bocking Direct Booking Department of

eterinany
Medicine

!‘:-:’..1
Displaying 1 timesheet

Walter Strike ~

Timesheet Date From:

Timesheet Date To:

Clear Search

Location ¥ lob Title = Date = Total Time  Total Pay (£}  Action
Department of Sxaminer - Dates 00:00 £0.00 & edit
Wetsrinary External [5P49)

Medicing B expenzas (1)

- notes (0]
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A message will appear asking if you are sure you want to delete the selected timesheets.

Please Confirm

Are you sure you want to delete the selected timesheets?

Please type in delete and click Confirm

Confirm Cancel

Follow the prompt and type delete into the field and press the green Confirm button.

Please Confirm

Are you sure you want to delete the selected timesheets?

Please type in delete and click Confirm

Cancel
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Step 8

The screen will refresh to show a yellow message at the top of the screen stating that “The
selected items have been deleted’.

Timesheets Walter Strike ~

The selected items have been deleted.

Manage Timesheets

Finish




