iTiro Site - Client Guide

Logging In to iTiro

When you click on the link to the iTiro site, you will see the following screen:
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Login
Username *
Password * Forgot your password?
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Enter your User Name (email address) and Password.

You will then be looking at the following screen:
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& C @ itirol.oberginetest.co.uk/dashboard - a % 6
.
O tiro

Donald Rutter

2 Dashboard Paulclienti@oxfordsoftware.com

(© Timesheets (21)

@ Change password o °

21 Timesheets
Pending approval A Indispute + Approved

[> Logout

This screen allows you to see how many timesheets you have that are Pending Approval, In Dispute and Approved.

You can also change your password from this screen.
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Viewing and Approving a Timesheet

To view and approve timesheets, click on the orange “Pending Approval” icon and you will see your list of
Timesheets pending approval at the top of the screen (see below). The “Status” column shows you which
timesheets have been filled in by the Worker and submitted for approval (Status=Pending Approval) and those
timesheets that are still waiting for the Worker to complete them (Status=Unsubmitted).

Timesheets - Oxford Software

< C @& itirol.oberginetest.co.uk/timesheets#unsubmitted a 6
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TSNo Worker's name Agency Job

Time Status

-
!. Dashboard

@ Change password

(4 18/10/2020 00000064 Veal,Shiela Abingdon Recruitment Ltd  Contract Worker 37 hrs 30 mins PENONG APPROVAL Lspute

£ 18/10/2020 00000065 Thatcher,Juditt Abingdon Recruitment Ltd  Contract Worker wsusuries

In dispute o

There are no records in dispute.

Approved o
Weekending TSNo Worker's name Agency Job Time Status Action
i 1/10/2020 00000059 Veal,Shiela Abingdon Recruitment Ltd  Contract Worker 42 hrs 30 mins DOWMDADED §Y
140/2020 00000060 Thatcher,Judith Abingdon Recruitment Ltd ~ Contract Worker 38 hrs 45 mins 0OWMOADED BY

04/10/2020 00000054 Veal, Shiela Abingdon Recruitment Ltd  Contract Worker 40 hrs 0 mins

[> Logout

otucr
i 0a/10/2020 00000055 Thatcher,Judith Abingdon Recruitment Ltd  Contract Worker 40 hrs 0 mins

J B 04/10/2020 00000057 Anderson,lan Abingdon Recruitment Ltd ~ Packer 41 hrs 30 mins

Click on a timesheet and the system will take you in to see the Timesheet details (see below).
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.
Otiro Weekending: Sunday 18 October, 2020 s
B Dashboard
=N Agency name: Timesheet number: PO number:
Abingdon Recrultment Lt 00000064 i %
@ Change password Worker's Name:
Veal,Shiela
Total time 37 hrs 30 mins Total Non Hourly Charge £0.00

worked

{ Dispute Save

Day of the week Time rate Job Start time Break (mins) Finish time Total time
(4 Monday 12 Oct NORM Contract Worker 09:00 60 17:30 7:30
om Contract Worker hh:mm ) hh:mm 0:00
[ Tuesday 13 Oct NORM Contract Worker 09:00 60 17:30 7:30
[> Logout omn Contract Worker hh:mm 0 hh:mm 0:00

This will allow you check the times or hours the Worker has entered. You can use the scroll bar to scroll down to
the bottom half of the screen to see other days that have been filled in (see below).
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Day of the week Time rate Job Start time Break (mins) Finish time Total time

Monday 12 Oct NORM Contract Worker 09:00 60 17:30 7:30
83 Dashboard

@ Timesheets (21) on Contract Worker hh:mm 0 hh:mm 0:00

£ Change password

(4 Tuesday 13 Oct NORM Contract Worker 09:00 60 17:30 7:30
on Contract Worker hh:mm 0 hh:mm 0:00
4] Wednesday 14 Oct NORM Contract Worker 09:00 60 17:30 7:30
on Contract Worker hh:mm 0 hh:mm 0:00
Thursday 15 Oct NORM Contract Worker 09:00 60 17:30 7:30
omn Contract Worker hh:mm 0 hh:mm 0:00
(% Friday 16 Oct NORM Contract Worker 09:00 60 17:30 7:30
on Contract Worker hh:mm 0 hh:mm 0:00

£\ Dispute Save
[> Logout

You can approve the timesheet by clicking on the “Approve” button (bottom right). This will then allow the Agency
to download the timesheet into its payroll and billing system.

If you disagree with the times or hours the Worker has entered, click on the “Dispute” button (bottom left). You
will then be presented with the following screen:
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€« C @ itirol.oberginetest.co.uk/tsitem?tsno=00000064&inttsno=201016_5VYOX8K8S&agencyid=Abingdon a %« @

Dispute timesheet

Start date: 12/10/2020

Agency: Abingdon Recruitment Ltd
Client: Veal,Shiela

Timesheet number: 00000064

Notes *:

Dispute this timesheet

Fill in the notes with an explanation of what you think is incorrect on the timesheet. When you then click on the
red “Dispute this timesheet” bar, an email will be sent to the Worker informing them that you have disputed the
timesheet and the notes you have entered will be included in the email to explain why. An email will also be sent
to the Agency informing them of the dispute.

The Worker can then look at the timesheet again and re-submit is for approval.
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