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Connecting People to Work

Locating Timesheets

Timesheets will be submitted on Matrix-CR.net for hours worked by an agency worker
with an active Placement. The timesheets will be submitted weekly and cover the
hours worked Monday - Sunday; the week ending date being the Sunday.

1. You receive email notifications when a Timesheet is submitted for your
approval. You can see pending timesheets under your Priority Items.

Main Dashboard

& REFRESH

B New Order 1@ New Placement 2 New User

Priority Items - Click this link for full list of active transaction items v

Priority Steps Status Relevant Date # Worker ] i} 24

m Open/On-Hold OE::E:j[.;I::I;L:;.n(hd:[c: Pending 04Dec23 RQAITON4 o a o I

On Track Timesheet Pending Approva 30-Oct-23  SR5818199  Apple User [+] £
2. Or you can navigate to the subsection of timesheets on your home screen or

under the Timesheets Navigational Tab

[ 4
.m matrix Orders Candidates Placements | Timesheets

3. Select ‘Pending’ on the sub tab.
Pending Active All Archived
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4. To open and review a specific Timesheet, click the Icon to the left of the
Timesheet number as highlighted below and this will take you to the timesheet.

“4 MAaLriX  Orders Candidates Placements | Timesheets flinvoices Reports Accreditations Enrolments Admin  Help Q

Toni Trainer ~

Bulk Approval @
Pending Approval (@) ‘: | ©
Q

Pending Approval @)

= Q SR5818255 Pending Appr...  Training Client Great Recruiters Ltd - Test £481.60 £600.00 £752.65 Apple User Operational S...

1. Search and Field Options — Click to bring up free text boxes to add filters. Click
Fields to select the fields you want displayed and can apply relevant filters. Use the

tick boxes and click.  °“  when happy with fields selected.

2. Free Text boxes — Free text boxes to apply filters. Once typed hit the ‘Enter’ key

on keyboard to apply. You can clear the filters by clicking * and pressing ‘Enter’ on
your keyboard.

3. Bulk Approval — Button for Bulk Approval of timesheets

4. Rejected Tab - Tab to see list of Timesheets in rejected status.
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Reviewing Timesheets

You will now be on the timesheet itself and you will see the current status show as ‘This
item is Pending Approval by an assigned approver.

'?\ matrix Orders  Candidates Placements  Timesheets

Timesheet - # SR5818254 (Status: Pending Approval)

= REFRESH ACTIONS =

Current Status:

This item is Pending Approval by an assigned approver.

1. Timesheet Status
a. Pending Approval - With the Client to Approve
b. Approved - Has been approved ready for invoicing.

c. Rejected - Has been rejected as incorrect, agency notified to correct and
re-submit.

d. Invoicing - Currently going through the invoicing process.

e. Invoiced - Has been invoiced.
2. Timesheet Summary - Basic summary of submitted timesheet

3. Other Items — access to sub sections of timesheet i.e., current approvers against
Timesheet, expense documents (if applicable)
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Timesheet - # SR5818199 (Status: Pending Approval) @ Links

Printable Detail

Timesheet # : SR5818199
Job Title Admin Assistant Other Items

Supplier Great Recrulters Ltd - Test

Client Training Client

Status : Pending Approva

Placement # SA393306 Activity

Approvers ()
Worker Apple User Documents @)
Start Date 30/10/2023
End Date 05/11/2023 Evaluation @)
Notes @)
Total Units : 30.00 Questions - Supplier @)
Total Hours : 30.00 Self Assessment @)
Total Expenses Units 0.00
Service Total £306.30
Timesheet tems -

tern Category I(rm;. Dsteltem  FateType  CostCode  Units  PAYEFayRate  UmbrellalidPayfasi=  ClentCharge  Service Amount Umbrellafid Service Amount. ClientMet  StariTime  EndTime  Break Time

~ item Category - Hours @

X £ ! c13ss s
a £ro s
Wednesday 0 cr0 cr3s 5 0
e o« 0
5000 5105 wse0 6780 £306.30 caee  waeso 500
x =

4. Timesheet Items - Break down of timesheet. You can click on the white writing of
‘Timesheet Items’ to open the timesheet detail further if required.

1.  Scroll down to the bottom, to timesheet items to review the timesheet — Check
that the all the information submitted by the worker is correct.

Timesheet Items @)

Item Category Item Type Date Item Rate Type Cost Code Units

v Item Category - Hours (&)

Hours Monday 18/12/23 Regular 0920/0200 8.00
Hours Tuesday 19/12/23 Regular 0920/0200 8.00
Hours Wednesday 20/12/23 Regular 0920/0200 8.00
Hours Thursday 21/12/23 Regular 0920/0200 8.00
Hours Friday 22/12/23 Regular 0920/0200 8.00

Once you have reviewed the timesheets you are ready to either approve or reject the
timesheet
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Approving Timesheets

ACTIONS ~
To approve the timesheet, scroll to the top of the timesheet and click and

approve.

Timesheet - # SR5818199 (Status: Pending Approval)

=~ REFRESH ACTIONS =

2~ Approve

A Edit Cost Codes

2 Reject

Curre

This item is Pending Approval by an assigned approver.

On the next page, scroll to the bottom and click approve again.

By approving this Timesheet you are verifying and authorising that it is correct.

Conee!
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Rejecting a Timesheet

ACTIONS =
To reject the timesheet, scroll to the top of the timesheet and click and reject.
Timesheet - # SR5818199 (Status: Pending Approval)
=~ REFRESH ACTIONS =
~ Approve
2 Edit Cost Codes
7 Reject
Curre
This item is Pending Approval by an assigned approver.
Select a reject reason and leave a comment then click reject.
By rejecting this Timesheet it will not be eligable for invoicing.
Reason *
v
Comments *
p
Cancel
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You will then see the current status of the timesheet to show that this has been rejected.

heet - # SRS it e
' REFRESH
Current Status: Next Steps:
This item has been Rejected by an assigned approver (To view the reason why please use the Activity' link in the 'Other Items' section) Please wait for the supplier to resubmit or withdraw the item
Timesheet - # SRS818199 (Status: Rejected) ~ Links
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Bulk Approval of Timesheets

If you have several timesheets to approve, Matrix-CR.net will allow you to approve the
timesheets in bulk.

1. From the Timesheets tab on the Navigation bar, click ‘Pending’ and select the

Bulk Approval
button PP

Pending Active Al

Pending Timesheets

Bulk Approval

Pending Approval @@  Rejected @)

2. Click the select all box to highlight all timesheets.

Pending Timesheets / Timesheet Bulk Approva Step 1 of 1 - Bulk Approval

This page shows a list of up to 50 Timesheets which are currently awaiting your personal approval

By completing this wizard you are confirming that you wish the selected Timesheets to be approved.

@ﬂ Timesheet # Supplier Client Levell Items Count TotalUnits  Client Net Total  Client Gross Total Placement # Week End Date Worker
A3
x
. Operational
O sR5818259 Great Recruiters Ltd - Test P 5 30.00 £470.40 £56450 SA393306 2411212023 Apple User
. Operational
O SRS818258 Great Recruiters Ltd - Test Sf;';:’”a 5 40.00 £627.20 £752.65 SA393306 17/12/2023  Apple User
- . Operational
O srss18257 Great Recruiters Ltd - Test P 5 45.00 £705.60 £846.70 SA393306 10/12/2023  Apple User
- Operational
O sRS818256 Great Recruiters Ltd - Test i 5 40.00 £627.20 £752.65 SA392306 03/12/2023  Apple User
O SRS818255 Great Recruiters Ltd - Test ?pm“"”al 5 40.00 £627.20 £75265 SA393306 26/11/2023  Apple User

ervices

cancel
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Overview of the Bulk Approval

1. Free Text boxes — Free text boxes to apply filters. Once typed hit the ‘Enter’ key on
keyboard to apply. You can clear the filters by clicking and pressing ‘Enter’ on your
keyboard

2. Select all Tick Box — Use this tick box to select all pending approval timesheets
currently displayed

3. Individual Tick Box — Use this tick box to select individual timesheets for Bulk Approval
4. Timesheets Summary — A summary of each pending approval timesheet

Once you have selected the timesheets you wish to Bulk Approve, click the button

Approve
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Need more support?

You can contact your Matrix Customer Success Executive or another member of the
Customer Success Team for assistance with Matrix-CR.net through the following options:

Help FAQ Queries Training Resources System Updates

Help

Frequently Asked Questions (FAQs)

Enter search term here n

? ? (8} R
-—
Help Raise Query Operations Centre Email Us

Training Guides Browse _ Click Here

Underneath your help tab you also have access to help guides and videos under “Training
Resources’ as highlighted above.

The number for the Customer Success Team will be displayed on the live site.
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