iTiro Site - Worker Guide
Logging In to iTiro

When you click on the link to the iTiro site, you will see the following screen:

Oxford Software x |+ _oEE

< C @ itirol.oberginetest.co.uk/login?ReturnUrl=9%2f w6

O tiro

Login
Username *

Password * Eorgot your

© 2020 Oxford Software. All rights reserved. Cookie Policy.

Enter your User Name (email address) and Password.

You will then be looking at the following screen:

| dasboara - Oxtora Sorwzre xR - 0N
<« C' @ itirol.oberginetest.co.uk/dashboard - a % 6
.
O tiro

You are logged in as Paulwork3@oxfordsoftware.com

B3 Dashboard

(© Timesheets (7)

B} Payslips (2) @

1
a Holiday requests
@) sick days 7 Timesheets

Unsubmitted £\ Indispute + Submitted
@ Change password

2 Payslips Holiday requests Sick days

Please enter and
dates here. An email

You can record any periods of
8 20/09/2020 Abingdon @ Download c

and upload a doct

or any other documents. Tl

your registered Agencies t
View all payslips them

be sent by emai

your re
Agencies to let them ki

lan Anderson

[> Logout

This screen allows you to see how many timesheets you have that are Unsubmitted, In Dispute and Submitted. It
also shows how many Payslips are available, and allows you to submit Holiday Requests and claim sick pay.
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Completing and Submitting a Timesheet

To enter timesheet times/hours, click on the orange “Unsubmitted” icon and you will see your list of unsubmitted
Timesheets at the top of the screen (see below).

I Timesheets - Oxford Software X

< C

O tiro

!: Dashboard

[E] Payslips (2)

2 Holiday requests
&9 Sick days

@ Change password

lan Anderson

[> Logout

+

@ itirol.oberginetest.co.uk/timesheets#unsubmitted

Unsubmitted 1

Weekending TsNo

tH 27/09/2020 00000052

In dispute @)

There are no records in dispute.

Submitted o

Weekending TsNo
i 20/09/2020 00000047
t4 30/08/2020 00000033

ts 23/08/2020 00000024

[ 16/08/2020 00000019

B 09/08/2020 00000015

Agency

Abingdon Recruitment
Ltd

Agency

Abingdon Recruitment
Ltd

Abingden Recruitment
Ltd

Abingdon Recruitment
Ltd

Abingdon Recruitment
Ltd

Abingdon Recruitment
Ltd

Client name

Radley Instruments plc

Client name

Radley Instruments plc

Talbot Industrials plc

Didcot Distribution Ltd

Didcot Distribution Ltd

Didcot Distribution Ltd

Hours

hrs O min:
Hours
40 hrs 0 mins

T hrs 30 mins

36 hrs 15 mins

41 hrs 0 mins

39 hrs 45 mins

Status

unsueMITTED

Status
——

'DOWNLOADED 8Y AGENCY

| sowmwonoro av ncomcr |

Click on a timesheet and the system will take you in to see the Timesheet details:

Otiro

=
B8 Dashboard

[E], Payslips (2)

E Hollday requests

alt ikl

Agency name:

Abingdon Recruitment Ltd

Client name:

Radley Instruments pic

iD= 2010 _SYID0OYRSR

vitl=Abinple

Weekending: Sunday 27 September, 2020 s

Timesheet number:

00000052

PO number:

- oEN
a ®x @
Actlon
Submit
Action
- NEN
2 % O

i Slck days
@ change password Totalhours 3 bre 00 mins Total non hourly pay £0.00
worked
[ |
Day of the weak Time rate Job Start time Break (minz) Finish time Total hours
£ Monday 21 Sep NORM Pac e tirrer M copy
I Tuesday 22 Sep VaRM ac e i M copy
Jan Anderson 8 wednesday 23 sep aRM Pad hem hiherr M copy
[> Logout
8 Thiredaw 28 Sen Ao e =

This screen allows you to complete the timesheet in two ways:

1. Enter the hours per day directly into the “Total Hours” box. Please note that the hours entered are based
on Hours and Minutes. So, for example, to enter seven and a half hours type “7:30” NOT “7:50).

2. Enter the Start time, Break (mins) and Finish time; the hours will then be automatically counted based on
the times you have input. Only enter breaks if they are unpaid.
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|- Timesheetitem - Oxford Software X [INS = ﬂn

<« C @ itirol.oberginetest.co.uk/tsitem?tsno=00000052&inttsno=201001_5VJ00YP56&agencyid=Abingdon a & @ :
Oti
tiro e
== Dashboard Day of the week Time rate Job Start time Break (mins) Finish time Total hours

5 Monday 21 Se) : : :
Payslips (2) i1 Monday 21 Sep NORM Packer 09:00 60 17:30 730 (D copy
a Holiday requests
] {2 Tuesday 22 Sep NORM Packer 09:00 60 7:30 7:30 Copy
&5 Sick days
£ Change password )
[ Wednesday 23 Sep NORM Packer 03:00 a5 715 7:30 (% copy
{21 Thursday 24 Sep NORM Packer 09:00 60 18:00 8:00 [ copy
(8 Friday 25 Sep NORM Packer 09:00 60 7:00 7:00 Copy
[ saturday 26 Sep NORM Packer 08:00 12:00 300 Copy
% Sunday 27 Sep NORM Packer 0:00 Copy

lan Anderson 5
B Save & Submit
> Logout

Once you have entered the Times/Hours for all the days you have worked, click on “Save & Submit” to save the
Timesheet and submit it to the Client for Authorisation.

Copying a Line

Once you have entered the times/hours for a line on the Timesheet, you can use the “Copy” option to copy the
same times/hours to other days that you have worked:

|- Timesheetitem - Oxford Software X |\ - olEl

<« c @ itirol.oberginetest.co.uk/tsitem?tsno=00000051&inttsno=201001_5VJ0OYP35&agencyid=Abingdon Q o e :

X
Select days to copy details
to:

Mon 21 Sep Tue 22 Sep
O Wed 23 Sep - Thu24 Sep
0 Fri 25 Sep O Sat 26 Sep

[ Sun 27 Sep

‘ Copy Hours |

Return to timesheet

Entering Expenses

If the input of Expenses has been set up by the Agency, you can enter them for the appropriate days (see below).
A receipt can also be attached for each day.
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| Timesheetitem - Oxford Software X [

& (& & itirol.oberginetest.co.uk/tsitem?tsno=00000051&inttsno=201001_5VI0OYP358&agencyid=Abingdon

Add Expenses

Date: Monday 21 Sep

Amount:

Upload Choase File | No file chosen

image:
(pg/png/gif)

cancel n

Disputed Timesheets

If the Client disagrees with the times or hours you have entered on your submitted timesheet they may dispute it.
If that happens you will receive an email explaining that the timesheet has been disputed and why. A disputed

timesheet will show in the “In Dispute” icon as shown below:

|- dashboard - Oxford Software % |

€ C @ itirol.oberginetest.co.uk/dashboard

O tiro :

Shiela Veal

3 Dashboard Paulworki@oxfordsoftware.com
(© Timesheets (10)

€ sick days 10 Timesheets

£ Change password

Payslips (0)

a Holiday requests

Unsubmitted

0 Payslips

No payslips available to download!

[3 Log out

£ Indispute

2

Holiday requests

Please enter and view your holiday
dates here. An email will be sent to
your registered Agencies to let
them know.

- oEm
a 6

- OEE
- a % 6

" Submitted

Sick days

You can record any periods of
sickness and upload a doctor’s note
or any ather documents. These will
be sent by email ta your registered

Agencies to let them know.
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To view the timesheet, click on the “In Dispute” icon and you will be presented with the following screen:

|-~ Timesheets - Oxford Software %X N8

< C @ itirol.oberginetest co.uk/timesheets#indispute

O tiro

In dispute o

Agency Client name Time

Dashboard

4 18/10/2020

00000064 Abingdon Recruitment  Radley Instruments plc 37 hrs 30 mins

_oEm
ax O

Status

Submit

(© Timesheets (10) Ltd
Payslips (0)
2 Holiday requests submitted @
€ sick days Weekending TsNo Agency Cllent name Time Status Actlon
£ Change password
B 1/10/2020 00000059 Abingdon Recruitment  Radley Instruments plc 42 hrs 30 mins
Ltd
B 08/10/2020 00000054 Abingdon Recruitment  Radley Instruments plc 40 hrs 0 mins
Ltd
[ 27/09/2020 00000049 Abingdon Recruitment  Radley Instruments plc 41 hrs 0 mins
Ltd
i 20/09/2020 00000044 Abingdon Recruitment  Radley Instruments plc 39 hrs 30 mins
Ltd
% 30/08/2020 00000032 Abingdon Recruitment  Didcot Distribution Ltd 11 hrs 30 mins
Ltd
[ 23/08/2020 00000022 Abingdon Recruitment  Radley Instruments plc 40 hrs 30 mins m
[> Logout Ltd
Double click on the timesheet to edit and re-submit the timesheet.
. . .
Viewing Payslips
|- dashboard - Oxford Seftware Bl o ﬂ“
<« C @ itirol.oberginetest.co.uk a % 0
Oti
tiro
You are logged in as Paulwork3@oxfordsoftware.com
Dashboard
(© Timesheets (7)
Payslips (2) @
a Holiday requests
sick days 7 Timesheets
Unsubmitted £\ Indispute +/ Submitted
£ Change password
2
2 Payslips Holiday requests Sick days
Please enter and view your holiday You can record any periods of
% 20/09/2020 Abingdon @ Download dates here. An email will be sent to sickness and upload a doctor’s note

View all payslips them know.

lan Anderson

[3 Log out

your registered Agencies to let

or any other documents. These wi
be sent by email to your registered
Agencies to let them know.

Click on “View all payslips” (see screenshot above) to get a list of Payslips that have been uploaded to iTiro.
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The latest payslip will show at the top of the list and then are ordered by weekending date in decending order (as
shown below):

|- Payslips - Oxford Software x -+ - Un
< C & itirol.oberginetest.co.uk/payslips a 6
.
O tiro

Payslips (2)

B2 Dashboard
@ Timesheets (7) Payslips (2) P60 (0)

Payslips (2) ;
Y Filterby: | agency: All vl |vear:aiv

a Holiday requests

showing 2 payslips

@) sick days
a Change password Week ending Agency Year
8 20/09/2020 Abingdon Recruitment 2020 @ Download
Ltd
View
& 06/09/2020 Abingdon Recruitment 2020 {m) Download
td
View

lan Anderson

[> Logout

To download a copy click on the “Download” button; to view a payslip click on the “View” button.

Holiday requests

|- dashbosrd - Oxford Software X [ - oEl
< C @ itirol.oberginetest.co.uk/dashboard o a % @
.
O tiro

You are logged in as Paulwork3@oxfordsoftware.com

B3 Dashboard
=

(© Timesheets (7)

[El Payslips (2) @
1
2 Holiday requests

© sick days 7 Timesheets

Unsubmitted /N Indispute + Submitted
f Cchange password

2 Payslips Holiday requests Sick days

You can record any periods of

{8 20/09/2020 Abingdon f@) Download

View all payslips

Agencies to let them ki

lan Anderson

[> Logout

Click on “Holiday requests” (see screenshot above) to request Holiday Pay. Completing the screen (shown below)
will send an email to the Agency requesting Holiday. Usually you will only be working with one Recruitment Agency
that operates iTiro, in which case simply leave “Agency” set to “All”. However, if you are working for several
Agencies using iTiro, then change “Agency” to the one you wish to claim Holiday from.
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I @ e s

€« > C @ itirol.oberginetest.co.uk/holiday-requests Q W e

O tiro

B3 Dashboard

Holiday request

Tiddheat Please enter the start and end dates of your planned holidays. Enter any relevant notes and press
G Hndshieets (7) the ‘Request as holiday’ button. The request will be sent to your registered Agencies.

E] Payslips (2)

2 Holiday requests Start date * dd/mm/yyyy n Holiday requests (1)

) sick days (% 24/08/2020 to (8 28/08/2020 - 5days X
End date *
dd,
@ Change password Vmm/ny n
Notes
Agency *

Request as holiday

lan Anderson

[> Logout

Example of a completed Holiday request form:

& > C @ itirol.oberginetestco.uk/holiday-requests a % 6

O tiro

B3 Dashboard

Holiday request

Timesh Please enter the start and end dates of your planned holidays. Enter any relevant notes and press
G iesheets (7) the ‘Request as holiday’ button. The request will be sent to your registered Agencies.

[E] Payslips (2)

S -

) sick days % 24/08/2020 to & 28/08/2020 - S5days X
End date *
10/10/2020
@ Change password /2 E
Notes I would Iike to book a week off on holiday next week, please.
Agency *

Request as holiday

lan Anderson

[> Logout
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Sick days

I dashboard - Oxfora sotware % [N - 0N
< C @ itirol.oberginetest.co.uk/dashboard - a % 6

O tiro

(© Timesheets (7)

Payslips (2) @
a Holiday requests

@ sick days 7 Timesheets

You are logged in as Paulwork3@oxfordsoftware.com

Unsubmitted £\ Indispute +/ Submitted
@ Change password

2

2 Payslips Holiday requests

Sick days

Please enter and view y»
8 20/09/2020 Abingdon @ Download dates here. An email
your registered Agencies t

View all payslips them kno

You can record any periods of
sickness and upload a doctor’s note

or any other documents. These

be sent by email ta your re
Agencies to let them know.

lan Anderson

[> Logout

Click on “Sick days” (see screenshot above) to request Sick Pay. Completing the screen (shown below) will send an
email to the Agency requesting Sick Pay. Usually you will only be working with one Recruitment Agency that
operates iTiro, in which case simply leave “Agency” set to “All”. However, if you are working for several Agencies
using iTiro, then change “Agency” to the one you wish to claim Sick Pay from.

< C @ itiro1.oberginetest.co.uk/sickdays

O tiro

Q % @ :

Sick days
:: Dashboard

e Enter the start and end date of your period of sickness along with any relevant notes. You can
© Titiesheets 7) optionally upload a

ctor’s note (in jpg, png or pdf forma n you press the Report as sick

days’ button, the information will be sent to your registered Agencies.

[E] Payslips (2)

2 Holiday requests

Start date * E Sickdays (0)

@ Change password End date * E
Notes
Upload image: Choose File |No file chosen

JPG, PNG or PDF

Agency s Al N

lan Anderson

[> Logout
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Example of the completed form:

[assomae

€ 5 C 4 itirol.oberginetest.co.uk/sickdays a v 6

O tiro
Sick days
== Dashboard

Enter the start and end date of your period of sickness along with any relevant notes. You can
optionally upload a doctor’s note (in jpg, png or pdf format). When you press the Report as sick
days’ button, the information will be sent to your registered Agencies.

(@ Timesheets (7)

Payslips (2)

& Holiday requests e Sickdays (0)
23/09/2020 n Y
@ Change password End date * 200572020 E
Notes 1 would like to claim sick pay for last week, please.
Upload image: Choose File |No file chosen

JPG, PNG or PDF

Agsncy Al

Report as sick days

lan Anderson
[> Logout
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