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Open your web browser and go to Universe (universe.datumrpo.com). You will have already received your
email address and password from IT.

The Universe application has been modified to allow users to use their normal network password for access. All
other users will experience no change to the password they use.

On the first screen, every user is required to enter in their
email address and password, then to click the Log in button.

Log in to Universe TOP TIP - save Universe to
your favourites tab in your
browser so you can locate
Continue with Single Sign On it quicker!

If your organisation has Single Sign On, choose the relevant provider
Otherwise enter your email and password below.

Ermail

agency_T@universe.com

Password

Forgotten your password?
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Log in to Universe & click on Plan, then Shift Allocation

Plan Attendance Finznce Clients Workers

Bookings overview

Managed workers

Shift allocation
Job cards

Assessments

All 21 e Region Registration Agency

Registration issues Arkil, Wity Milton Keynes v

Invalidated workers 0 >
Company, Chris

Assessment request 0
Cutten, Andy Milton Keynes

Not linked to job cards

Demo, Dan Nottingham
Onboarding 11

Gillmore, Daryle Milton Keynes
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To extend your planner view click on ‘Full Screen” — this will hide the top section of the page and allow you to
view more workers at the same time

Inbox Plan Attendance Finance Clients Workers Reports AR Agency_1 Admin

Shift allocation for UAT Site - Ste oveviw

Show workers for: @ selected job card O multiple job card

Warehouse Operative

< Toda ) » Y Filter Download ? Full screen
y No shifts No shifts No shifts No shifts No shifts No shifts v © g

Sun11Sep Mon12Sep Tue13Sep Wed 14 Sep Thu 15 Sep Fri 16 Sep Sat17 Sep Sun 18 Sep Mon 19 Sep

1 Workers 2 Workers 1 Workers 1 Workers 2 Workers 1 Workers 1 Workers 1 Workers 2 Workers Workers name Q4 Preferred start

06:00 Demo, D 00:00 - 23:59

Oneworker, A 00:00 - 23:59
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You can view and find your site from this location and follow/unfollow your sites here too.

Inbox Plan Attendance Finance Clienis Workers Reports AR Agency_1 Admin

Shift allocation forflUAT Site + Site overview

Show workers for: @ selected job card O multiple job card

Warehouse Operative

< Toda ) » Y Filter Download ? Full screen
y No shifts No shifts No shifts No shifts No shifts No shifts v © g

Sun11Sep Mon12Sep Tue13Sep Wed 14 Sep Thu 15 Sep Fri 16 Sep Sat17 Sep Sun 18 Sep Mon 19 Sep

1 Workers 2 Workers 1 Workers 1 Workers 2 Workers 1 Workers 1 Workers 1 Workers 2 Workers Workers name Q4 Preferred start

06:00 Demo, D 00:00 - 23:59

Oneworker, A 00:00 - 23:59
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You can view a site overview of any unallocated shifts for your job cards.

Inbox Plan Attendance Finance Clients| Workers Reports AR Agency_1 Admin

Shift allocation for UAT Site - Ste oveviw

Show workers for: @ selected job card O multiple job card

Warehouse Operative

< Toda ) » Y Filter Download ? Full screen
y No shifts No shifts No shifts No shifts No shifts No shifts v © g

Sun11Sep Mon12Sep Tue13Sep Wed 14 Sep Thu 15 Sep Fri 16 Sep Sat17 Sep Sun 18 Sep Mon 19 Sep

1 Workers 2 Workers 1 Workers 1 Workers 2 Workers 1 Workers 1 Workers 1 Workers 2 Workers Workers name Q4 Preferred start

06:00 Demo, D 00:00 - 23:59

Oneworker, A 00:00 - 23:59




At the top of the page, you can view job cards by selecting all, unselecting all or selecting one job card.
You can also select the specific job card you want to add shifts to from the dropdown.

Inbox Plan Attendance Finance Clients Workers Reports AR Agency_1 Admin

Shift allocation for UAT Site =

Show workers for: @ selected job card O multiple job card

¥

Warehouse Operative

'3 ¢ » » ¥ Fi »
1Lt No shifts No shifts No shifts No shifts No shifts No shifts L | lPedias e

Sun11Sep Mon12Sep Tue13Sep Wed 14 Sep Thu 15 Sep Fri 16 Sep Sat17 Sep Sun 18 Sep Mon 19 Sep
1 Workers 2 Workers 1 Workers 1 Workers 2 Workers 1 Workers 1 Workers 1 Workers 2 Workers

Al | Worker'sname Q4| Preferred start

06:00 (J Demo,D 00:00 - 23:59

(] Oneworker,A 00:00 - 23:59
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You can change your publishing preferences by clicking the wrench icon =~ #
(you can go set this to ‘publish straight away’, or ‘plan then publish’ - we recommend to set this as plan then publish.)

Inbox Plan Attendance Finance Clients Workers Reports AR Agency_1 Admin

Shift allocation for UAT Site - St ovenviow

Show workers for: @ selected job card O multiple job card

Warehouse Operative

'3 ¢ » » ¥ Fi »
1Lt No shifts No shifts No shifts No shifts No shifts No shifts s | lPedias e

Sun11Sep Mon12Sep Tue13Sep Wed 14 Sep Thu 15 Sep Fri 16 Sep Sat17 Sep Sun 18 Sep Mon 19 Sep

1 Workers 2 Workers 1 Workers 1 Workers 2 Workers 1 Workers 1 Workers 1 Workers 2 Workers Workersname Q4 Preferred start

06:00 Demo, D 00:00 - 23:59

Oneworker, A 00:00 - 23:59
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Next, you can view create shifts and allocate workers from here.

Inbox Plan Attendance Finance Clients Workers Reports AR Agency_1 Admin

Shift allocation for UAT Site - Ste oveviw

Show workers for: @ selected job card O multiple job card

Warehouse Operative

< Toda ) Y Filter Download ? Full screen
y No shifts No shifts No shifts No shifts No shifts No shifts v © g

Sun11Sep Mon12Sep Tue13Sep Wed 14 Sep Thu 15 Sep Fri 16 Sep Sat17 Sep Sun 18 Sep Mon 19 Sep

1 Workers 2 Workers 1 Workers 1 Workers 2 Workers 1 Workers 1 Workers 1 Workers 2 Workers Al | Workers name - Q. 4 Preferred start

06:00 (J Demo,D 00:00 - 23:59

(] Oneworker,A 00:00 - 23:59
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You will now see the shifts you have created, the option to create additional new shifts and the option allocate the
shifts.

Inbox Plan Attendance Finance Clients Workers Reports AR Agency_1 Admin

Shift allocation for UAT Site - Ste oveviw

Show workers for: @ selected job card O multiple job card

Warehouse Operative

< Toda ) ’ ) Y Filter Download ? Full screen
y 3 shifts No shifts i No shifts No shifts No shifts v © g

Sun11Sep Mon12Sep Tue13 Sep i Sat17 Sep Sun 18 Sep Mon 19 Sep
1 Workers 2 Workers 1 Workers

1 Workers 1 Workers 1 Workers 2 Workers Workers name Q4 Preferred start

Create niw shifts

Demo, D 00:00 - 23:59

Allocale 3 shifts

Oneworker, A 00:00 - 23:59
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You can also view the date and day and if you click on workers, you will be able to view a real time plan.

Inbox Plan Attendance Finance Clients Workers Reports AR Agency_1 Admin

Shift allocation for UAT Site - Ste oveviw

Show workers for: @ selected job card O multiple job card

Warehouse Operative

< Toda ) » Y Filter Download ? Full screen
y No shifts No shifts No shifts Noshifts W No shifts No shifts v © g

Sun11Sep Mon12Sep Tue13Sep Wed 14 Sep Thu 15 Sep Fri 16 Sep Sat17 Sep Sun 18 Sep Mon 19 Sep

1 Workers 2 Workers 1 Workers 1 Workers 2 Workers 1 Workers 1 Workers 1 Workers 2 Workers Workers name Q4 Preferred start

06:00 Demo, D 00:00 - 23:59

Oneworker, A 00:00 - 23:59
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To create shifts, first select the job card you want to create the shifts for using the dropdown box.

AA Agency 1 Admin

Inbox Plan Attendance Finance Clients Workers Reports

Shift allocation for UAT Site - Ste oveviw

Show workers for: @ selected job card O multiple job card

Warehouse Operative
Y Filter @® Download ¢ Full screen

FLT Driver
¢ »
TOday Warehouse Operative

Sun11Sep Mon12Sep Tue13Sep Wed 14 Sep Thu 15 Sep Fri 16 Sep Sat17 Sep Sun 18 Sep Mon 19 Sep Workar's nama 6
2 Workers 1 Workers 1 Workers 1 Workers 2 Workers Al |Workersname  Q |4 | Prefemed siat

1 Workers 2 Workers 1 Workers 1 Workers
0 00:00 - 23:59

Demo, D

06:00
(] Oneworker,A 00:00 - 23:59
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You will now see the shifts which have been created.

Inbox Plan Attendance Finance Clients Workers Reports AR Agency_1 Admin

Shift allocation for UAT Site - Ste oveviw

Show workers for: @ selected job card O multiple job card

Warehouse Operative

Today Y Filter @® Download ¢ Full screen

3 shifts No shifts No shifts No shifts No shifts No shifts

Sun11Sep Mon12Sep Tue13Sep Wed 14 Sep Thu 15 Sep Fri 16 Sep Sat17 Sep Sun 18 Sep Mon 19 Sep

1 Workers 2 Workers 1 Workers 1 Workers 2 Workers 1 Workers 1 Workers 1 Workers 2 Workers Workers name Q4 Preferred start

06:00 Demo, D 00:00 - 23:59

Oneworker, A 00:00 - 23:59
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Across from dates you will see 'Filter'. There are many different filters you can use.

Inbox Plan Attendance Finance Clients Workers Reports AR Agency_1 Admin

Shift allocation for UAT Site - Ste oveviw

Show workers for: @ selected job card O multiple job card

Warehouse Operative

< Toda ) » Y Filter Download ? Full screen
y No shifts No shifts No shifts No shifts No shifts No shifts Y © g

Sun11Sep Mon12Sep Tue13Sep Wed 14 Sep Thu 15 Sep Fri 16 Sep Sat17 Sep Sun 18 Sep Mon 19 Sep

1 Workers 2 Workers 1 Workers 1 Workers 2 Workers 1 Workers 1 Workers 1 Workers 2 Workers Al | Workers name - Q. 4 Preferred start

06:00 (J Demo,D 00:00 - 23:59

(] Oneworker,A 00:00 - 23:59
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From here you can download the shift allocation plan as a CSV file.

Inbox Plan Attendance Finance Clients Workers Reports AR Agency_1 Admin

Shift allocation for UAT Site - Ste oveviw

Show workers for: @ selected job card O multiple job card

Warehouse Operative

< Toda ) » Y Filter Download ? Full screen
y No shifts No shifts No shifts No shifts No shifts No shifts v © g

Sun11Sep Mon12Sep Tue13Sep Wed 14 Sep Thu 15 Sep Fri 16 Sep Sat17 Sep Sun 18 Sep Mon 19 Sep

1 Workers 2 Workers 1 Workers 1 Workers 2 Workers 1 Workers 1 Workers 1 Workers 2 Workers Workers name Q4 Preferred start

06:00 Demo, D 00:00 - 23:59

Oneworker, A 00:00 - 23:59
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Here you can see allocated colour shift patterns associated to workers.

Inbox Plan Attendance Finance Clients Workers Reports AA| Agency_1 Admin

Shift allocation for UAT Site - St overviow

Show workers for: @ selected job card O multiple job card

Warehouse Operative

Toda > ) Y Filtd Download *# Full screen
y No shifts No shifts No shifts No shifts No shifts No shifts v ® .

Sun11Sep Mon12Sep Tue13Sep Wed14 Sep Thu 15 Sep Fri 16 Sep Sat 17 Sep Sun 18 Sep Mon 19 Sep

W Ke 'an e ‘:.
1 Workers 2 Workers 1 Workers 1 Workers 2 Workers 1 Workers 1 Workers 1 Workers 2 Workers Al Vorker's nge Lt Preferred start

06:00 () Demo,D Yellow | gm| 00:00-23:59

(] Oneworker,A | ® Biue 0000 - 23:59
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Here you can see if the worker has any notes on their profile — where a worker has a note, the message box -
will show darker.

Inbox Plan Attendance Finance Clients Workers Reports AA| Agency_1 Admin

Shift allocation for UAT Site - St overviow

Show workers for: @ selected job card O multiple job card

Warehouse Operative

< Toda > ) Y Filter Nownload *# Full screen
y No shifts No shifts No shifts No shifts No shifts No shifts v @ .

Sun11Sep Mon12Sep Tue13Sep Wed14 Sep Thu 15 Sep Fri 16 Sep Sat 17 Sep Sun 18 Sep Mon 19 Sep

Worker'sname Q
1 Workers 2 Workers 1 Workers 1 Workers 2 Workers 1 Workers 1 Workers 1 Workers 2 Workers HOTers fame Lt Preferred start

06:00 Demo, D Yellow 0:00 - 23:59

(] Oneworker,A @ Biue 0.00 - 23:59




Finally, you have a dropdown that has many options to choose from to see specific information about that

worker.

Inbox Plan Attendance Finance Clients Workers Reports

Shift allocation for UAT Site - St overviow

Show workers for: @ selected job card O multiple job card

Warehouse Operative

< Toda >
y No shifts No shifts No shifts No shifts

Sun11Sep Mon12Sep Tue13Sep Wed14 Sep Thu 15 Sep Fri 16 Sep Sat 17 Sep
1 Workers 2 Workers 1 Workers 1 Workers 2 Workers 1 Workers 1 Workers

No shifts

Sun 18 Sep
1 Workers

No shifts

Mon 19 Sep
2 Workers

06:00

AA Agency 1 Admin

Y Filter ¢ Full screen

Worker'sname Q Preferred start

Demo, D Yellow gm| 00:00-23:59

(] Oneworker,A @ Biue 0000 - 23:59

DatumRFPO
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To create a New Reporting Group, click on ‘Plan’ & ‘Bookings Overview’

Inbox| Plan Atiendance Finance Clients Workers Reports AA | Agency_1 Admin

Brview

Bookings overview

Shift allocation

Job cards

Mon 12 Sep - Sun 18 Sep (W37) A smants

. . ) == Fulfillment status
Showing 0 shifts across 0 sites

Unfilled bookings

€ Prev. W37 (current) Next »

Client / Site Collapse  Mon 12 Sep  Tue 13 Sep Today Thu 15 Sep  Fri 16 Sep Sat 17 Sep  Sun 18 Sep Total

Total (0 sites)

No unfilled shifts




To create a new reporting group - click the cog icon =

Inbox Plan Attendance Finance Clients/ Wo

Bookings overview for Test

Mon 12 Sep - Sun 18 Sep (W37)
Showing 0 shifts across 0 sites

Repo
< Prev. Reporti

Client / Site Mon 12 Sep

Total (0 sites) Test 2

and select ‘add a new reporting group’ from the pop up.

kers Reports AA Agency 1 Admin

P&S Teqt

ing groups

g group name

A

<4 Add a new reporting group

DatumRFPO
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How Do | Create A New Reporting Group?

Enter a name for the new reporting group

Create reporting group

v

Reporting group name [ Process & Systems] ]

Enter a name that will be easily recognised by others in your organisation.

Branches (0) Clients (0) Sites (0) Job cards (0)

MNo items included yet.

-




DatumRFPO

Next, select the ‘Clients’ tab and select your desired client(s) from the dropdown list followed by ‘Add’.
(You can only select and add one client at a time)

Create reporting group

Reporting group name Proglkess & System

ter a name that wjll be easily recognised by others in your organisation

Branches (0) Clients (O) Sites (0) Jﬂblcards [{0}]

v

Argos

Client MSP

-




Next, select the ‘Clients’ tab and select your desired client(s) from the dropdown list followed by ‘Add’.

(You can only select and add one client at a time)

Create reporting group

Reporting group name Process &

T a name thg vill be easily recognised by others in your organisation

Branches (0) Clients (0) Fies (0) Job cards (0)

Argos

Client MSP

Create reporting group

Reporting group name Process & Systems

Enter a name that will be easily recognised by others in your organisation.

Branches (0) Clients (2) Sites (0) Job cards (0)

The ‘Clients’ tab will now show a list of any client

DatumRFPO

you have added to your new reporting group. Argos

Client MSP
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Next, select the ‘Sites’ tab and select your desired site(s) from the dropdown list followed by ‘Add’.
(You can only select and add one site at a time)

Create reporting group

Reporting group name Process & Systems

Enter a name t Fwill be easily recoggded by others in your organisation.

Sites (0)

Branches (0) Clients (2) Job cards (0)

Argos / Jamie Test Site
Client MSP / Client Nottingham Warehouse
Client MSP / Home Delivery - Croydon Create re po rti Nng group

Client MSP / Process & Systems Test Branches (0) Clients (2) Sites (2) Job cards (0)

Client MSP / Home Delivery - Croydon

Client MSP / Process & Systems Test

The ‘Sites’ tab will now show a list of any sites you
have added to your new reporting group.

~
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Next, select the ‘Job Cards’ tab and select your desired Job Card(s) from the dropdown list followed by ‘Add’.
(You can only select and add one Job Card at a time)

Create reporting group

Reporting group name Process & Systems

Enter a name Cwill be easily recog ed by others in your organisation.

Branches (0) Clients (2) Sites (2) Job cards (0)

<

Argos / Jamie Test Site / Administrator

Argos / Jamie Test Site / FLT Driver

Argos / Jamie Test Site /

Packer Create reporting group

Argos / Jamie Test Site / Warehouse Op

Reporting group name Process & Systems

Enter a name that will be easily recognised by others in your organisation.

Branches (0) Clients (2) Sites (2) Job cards (3)

The ‘Job Card’ tab will now show a list of any Job
Cards you have added to your new reporting group. Glient MSP / Home Delivery - Croydon / Fork Lif

Client MSP / Process & Systems Test / Administrator

v

Client MSP / Process & Systems Test f HGV Driver

-



DatumRFPO

When you are happy with your Reporting Group, click ‘Create’ to save it.

Create reporting group

Reporting group name Process & Systems

Branches (0) Clients (2)

Sites (2)

/ Fork Lift
/ Administrator

/ HGV Driver

A brief message will appear at the top of the page
showing that your reporting group has been

created.

Enter a name that will be easily recognised by others in your organisation.

Job cards (3)

= —
Reporting groups updated successfully.

Bookings overview for Ppas Test

Group by: Branches | Clients &amp; sites



DatumR~O

BOOKINGS OVERVIEW
PART 2



DatumRFPO

To view an overview of your bookings, click on ‘Plan’ & ‘Bookings Overview’

Inbox| Plan Atiendance Finance Clients Workers Reports AA | Agency_1 Admin

Brview

Bookings overview

Shift allocation

Job cards

Mon 12 Sep - Sun 18 Sep (W37) A smants

. . ) == Fulfillment status
Showing 0 shifts across 0 sites

Unfilled bookings

€ Prev. W37 (current) Next »

Client / Site Collapse  Mon 12 Sep  Tue 13 Sep Today Thu 15 Sep  Fri 16 Sep Sat 17 Sep  Sun 18 Sep Total

Total (0 sites)

No unfilled shifts




From here, select the Reporting Group you want to see the bookings overview for using the dropdown box &
ensure you have ‘Clients & sites’ selected. You can now use the dropdown box to view any unfilled bookings.

Bookings overview for| Process & System: ~

Kon 12 Sep - Sun 18 Sep (W3aT)
Showing 0 shifts across 0 sites

&£ Prev WAT {current)
Mon 12 Sep  Tue 13 Sep Today Thu 15 Sep

Tatal (0 sites) a 0 o o

Mo wariied sMTs

You can now use the dropdown box to view any unfilled bookings.

T

Fri 16 Sep

Group by. Branches | Clients &amp; sites

| B Fulfillment status

St

| ‘ Mnfilled bookings

Pk

v &

Unfilled bookings
Filled bookipgs

Sat 17 Sep un 18 Sep

[s]

DatumRFPO




You can change the week you are viewing by using the ¢ Frev. button to go back 1 week or the MNext » button
to go forward 1 week. You can also select the week using the dropdown box.

Bookings overview for FProcess & System: ~ o

Mon 12 Sep - Sun 18 Sep (W37)
Showing O shifts across 0 sites

lled bookings

Next »

Sep Sat 17 Sep Sun 18 Sep

Total (O sites) o = )',) o o

No unfilfed s

DatumRFPO
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To view you job cards and order templates, go to ‘Plan’ and select ‘Job Cards’.

Inbo« Plan /Attendance Finar

Bookings overvieys

Shift allocation for F

Shift allocation

Job cards

Assessments

To start allocating shifts you have to create a valid job card
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Select the site for the ‘Job Cards’ you want to view using the dropdown box.

Inbox Plan Attendancé¢ ‘-inance Clients Workers Reports AR Agency_1 Admin

JOb Cards for i@ Clone from... i= Show for all sites

/

HQ
AMK Peterborough
Acton Gate - Transport o= Create a Job card
Acton Gate - Warehouse
Argos Aberdeen Transport
Argos Aberdeen Warehouse >
Carlisle

UAT Site
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You will now see a list of the job cards for your chosen site.

Inbox Plan Attendance Finance Clients Workers Reports AA | Agency 1 Admin

Job cards for UAT Site ~ f@ Clone from... = Show for all sites

<4 Create a job card

Managed by Agency_1 MSP: Datum

Warehouse Operative Linked to an order template
MSP linked

FLT Driver Linked to an order template

Managed by Agency_1 MSP: Datum
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You can ‘Follow’ or ‘Unfollow a site by clicking

Inbox Plan Attendance Finance Clients Workers Reports AA | Agency 1 Admin

Job cards for UAT Site ~ f@ Clone from... = Show for all sites

<4 Create a job card

Managed by Agency_1 MSP: Datum

FLT Driver Linked to an order template

Warehouse Operative Linked to an order template
MSP linked

Managed by Agency_1 MSP: Datum
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To view the job card details — click on the job card you want to see the details of.

Inbox Plan Attendance Finance Clents Workers Reports AA Agency 1 Admin

Job cards for UAT Site ~ f@ Clone from... = Show for all sites

<4 Create a job card

Managed by Agency_ MSP: Datum

Warehouse Operative Linked to an order template

Managed by Agency_1 MSP: Datum

MSP linked

FLT Driver Linked to an order template
,
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Then click on the hyperlinked name of the job card.

= Acdmin
Inbox Plan Attendance Finance Clients Workers Reporis MA | MSP Admin

Job cards for UAT Site -~ M@ Clone fipm... := Show for all sites

<4 Create a job card

FLT Driver

Managed by Datur

Disable Edit

Datum FLTIDriver

Agency_1 FLT Driver
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You will then be taken into the job card where you will be able to view the ‘Work Details’, ‘Rates’, ‘Advanced
Settings’ and details of any ‘Template Changes’

Inbox Plan Attendance Finance Clients Workers Reports & ~Agency_1 Admin

sobcass | UAT Site » F

Work details This shift template is being used by Datum to create orders. You can continue to edit rates and template settings, but cannot
create shifts with this template

Rates

Advanced settings
Work details
Template changes

Job title FLT Driver

Client UAT Client

This is the description that the
worker will see in their worker
portal

Job type (3) FLT Driver
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To view or create assessments, go to 'Plan’ and select ‘Assessments’

box plan Atténdanct

Bookings overview

Shift allocation for | |—_G_———

Job cards

Show workers for: @ selected i
Assessments

Warehouse Operative

Today Y Filter © Download

No shifts No shifts No shifts No shifts No shifts No shifts

Mon12Sep Tue13 Sep Wed14 Sep Thu 15 Sep Fri 16 Sep Sat 17 Sep Sun 18 Sep Mon 19 Sep Tue 20 Sep
2 Workers 1 Workers 1 Workers 2 Workers 1 Workers 1 Workers 1 Workers 2. Yorkers 2 Workers

06:00
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Next, use the dropdown box to select the site you wish to create or view assessments for.

Inbox Plan Attendance Finance Clients~ Workers Reports AA Agency_1 Admin

Assessments forlUAT Site - <4 Book an assessment

HQ
Monday hursday Friday Saturday Sunday

AMK Peterborough /

Acton Gate - Transport

Acton Gate - Warehouse

Argos Aberdeen Transport

Argos Aberdeen Warehouse

W3T Carlisie

{current)
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Click the 4+ on the date you wish to create the assessment, or you can click = Book an assessment

~~_

Inbox Plan Attendance Finance Clients ers Reports

AA Agency_1 Admin

Assessments for UAT Site ~ 4+ Book an assessment

Tuesday Wednesday Saturday

W37
(current)
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In the pop-up box, enter the workers name, the job card the assessment will be for, the assessment date and
time (time is optional) along with any other relevant information — then click

Book an assessment

Assessments f Worker.

Dan Demo (dan@demomspagency1.com) v

Jobcard = Warehouse Operative

Optional

Assessment date g 15-09-2022 ~ 09 ~ |00 ~

Time is optional

Comment | Any information goes herel
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You will now see the assessment on the day you selected. Clicking on the assessment will allow you to update the
assessment record in the pop-up box. To complete the update click

Inbox Plan Attendance Finance Clients Workers Reports Update assessment recokd Admin

« Worker: Dan Demo

= Site" UAT Site (UAT Client). Esess ment

Assessments for UAT Site - Follow?

Job card | Warehouse Operative

Optional

Assessment Status @ Booked

Tuesday Wednesday Thursday o Eailed

() Passed

Go to current

15 Syp
(O Cancelled by hirer

() Cancelled by worker

09:00 Demo, D.
O Did not attend

(current)
Assessmentdate g 15-09-2022 « 09 ~ 00 §wv

Time is optional

Comment




DatumR~O

ATTENDANCE
OVERVIEW



DatumRPO

ATTENDANCE
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Go To Attendance > Attendance

[nbox Plan Attendance Fina

Attendance
Inbox for my followed rg Batch edit start / stop times

Spreadsheet upload
Al

Shifts
Assessments
Site enquiries

Finance queries

Sent by me

(] Show closed
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Page view shows calendar and no shifts booked. You Also need to make sure you are on the correct site page if
you have more than one client

Inbox Plan Attendance Finance Clients

Attendance for Test Site ~

September 2022 > Wednesday 14 September

TU WE TH FR SA su

1 2 3 4 Worker Booked

¢ J o There are no shifts booked.

12 13 |14 | 15 16 17 18

19 20 21

26 27 28

ST




Attendance for

September 2022
TU WE TH FR
1 2
8 9
16
21 22 232

28 29 30

Select today

Late starting shifts:

Booked Late by

Wiright lan 11:50 118h 11m

Systems Test ~ Following

Friday 9 September

Worker
11am

lan Wright

Wednesday 14 September

Worker

3pm

Granit Xhaka

Bukayo Saka

Booked

Awmaiting worker

DatumRFPO

From the Attendance
page you can start and
stop times.

Next click on 'Start'.



Attendance for

September 2022

WE TH
1
8

15

22

29

Late starting shifts:

Wright lan

Booked

11:50

FR S5A
2 3
9 10
16 17

23 24

Late by

118h 11m

-
su
4
11
18

25

DatumRFPO

Systems Test ~ Following

Friday 9 September

If you don’t start the
Was the worker late?

clock on time or the
< worker is late, you will be
asked if they are late.

' Click “Yes” or “No”.

e Next click on 'Ok".

Granit Xhaka

Bukayo Saka



Plan Aittendance Finance Clients

Attendance for

September 2022

14 15 16
21 22 23

28 29 30

Select today

Late starting shifts:

Booked Late by

OHG OO 2n S3mm

Tes] FEESA A has nol been recorded 1ate for thes shiff
SYSiems Iest - Following

Friday 9 September

Worker Booked

11am

lan Wright

Wednesday 14 September

Worker

3pm

Granit Xhaka

Bukayo Saka

DatumRFPO

At the top of your page,
you will see the worker has
been recorded as late.

You can now see the
worker is in progress and
you can see when the shift
has started.

For anyone late or a no
show, the clock will keep
running.



DatumRFPO

Following

Systems Test ~
We are now going to start

the clocks. You can either

September 2022 Friday 9 September
w . Booked ! 1 ! !
start as 'Start shift' or 'Start
shift at booked time'.

Worker

Attendance for

lan Wright ¥6: 00 i
If you select start shift it will

ask if the worker is late if
after the start time.

14 15 16
21 22 23

Wednesday 14 September

28 29 30

Select today
Worker

3pm
Start H

Late starting shifts:
Booked Late by
Granit Xhaka
2N S3Im
Start shift

Start shift at booked time

OHG OO
olErt -~

Bukayo Saka
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Attendance for Systems Test ~ Following

September 2022 Friday 9 September

TU WE TH FR

1 > Worker Booked

e o 1o e You can now see the workers
e lan Wright 06:00 08:47 are in progress.

23

30

Wednesday 14 September

Next, we will stop the clock.
Select today

Granit Xhaka G600

Bukayo Saka
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Attendance for Systems Test ~ Following

September 2022 Friday 9 September

TU WE TH FR S5A

1 ) 3 Worker Booked

6 i Now we can stop the clock
° lan Wrighe 06:00 08:47 so0 |8 by clicking either 'Stop shift'
or 'Stop for night out'.

Stop shift

Wednesday 14 September

Stop for night out
Select today

Click on 'Stop Shift'.

Granit Xhaka G600

Bukayo Saka
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Stop the timer

Y Test 11031
Booked: 06:00 (Fri) Started: 11:21 (Mon) Duration: 1 min ___ You can edit the stop date and time by clicking on 'Edit".

P

Stop time  11:22:31 Edit #]

Unplanned breaks minsl «

A The shift duration is under the daily guarantee (8h 30m).

Add in any unplanned breaks into this section.

If the worker is guaranteed hours select 'yes' here.

Do you want to grant the daily guarantee? (Jyes @ no il

From this section you can also add any expenses.
Expenses — |
Pl lect.. | | Description.. £ | Gros VAT applies i} .
R S ross | (] VATapp +m You can choose yes or no here if there were any
issues or if the worker is starting a night out. See
Were there any issues with the shift? () yes @ no e the next slide for what appears if you select yes.
Is the worker starting a night out? () yes @ no

Cancel Stop timer



Stop the timer

If you choose yes for both
questions, you will see the
below box appear where you
will need to add additional

details.

T Test 11031

Duration: 1 min

Booked: 06:00 (Fri)

Started: 11:21 (Mon)

Stop time  11:22:31 - Edit #

Unplanned breaks mins

Were there any issues with the shift? ‘@ yes () no

A The shift duration is under the daily guarantee (8h 30m). What kind of issua? Accident % Cancel

Do you want to grant the daily guarantee? (Tiyes (@ no Please describe the issue

Expenses Was it the worker's fault? () yes @ no

. S T [
Plzase select. | Description.. £|Gross | (J VA + Add another issue

Were there any issues with the shift? Is the worker starting a night out? @ yes (O no

() yes (@ no

Second shift start time  20:32 (Mon) - Edit #

Is the worker starting a night out?

() yes (@ no

Once you are happy that all
the details are correct, click
'Stop timer'.

Cancel Stop timer

DatumRFPO




Attendance for

September 2022
TU WE TH FR
1 2
8 9
16
232

30

Select today

Systems Test ~ Following

Friday 9 September

Worker Booked

L lan Wright

Wednesday 14 September

Worker
3pm

Granit Xhaka

Bukayo Saka

DatumRFPO

When you have added the
stop time you will see the
status change to 'Complete’



DatumRFPO

Following

Systems Test ~

Attendance for
To amend the time, click on

Friday 9 September
the 'x' to open the page.

September 2022 -
Mo TU WE TH FR sA su
1 > 3 4 Worker Booked
=
o Reset the stop time

9 10 11
16 17 18
L

8
lan Wright

23 24 25

30

Wednesday 14 September

Worker

3pm
06:00

Granit Xhaka

Select today

Bukayo Saka




Change of stop time

Current time Tue 6 Jul 10:47

MNew date Tue 6 Jul

Mew stop time

Enter in the new time, why
the time has changed and

Why the time has changed Please select

IMessage

worker (optional)

a message if applicable.

If the worker is guaranteed
hours click 'yes' and save
the shift details.

Save shift details

A The shift duration is under the daily guarantee (8h 30m).

Do you want to grant the daily guarantee? Ciyes @ no

Cancel

Save shift details

DatumRFPO




Attendance for

September 2022
TU WE TH FR
1 2
8 9
16
232

30

Select today

DatumRFPO

Systems Test ~ Following

Friday 9 September You can also rest the clock if
Woixar, Sooka required by clicking on the
Rl start time. This will bring up

. 1an Wright 06:00 an 'x'.

Wednesday 14 September
e Click on the 'x' to open the
spm page.

Granit Xhaka

Bukayo Saka



DatumRFPO

Attendance for Systems Test ~ Following

tember 2022 Friday 9 September Next Click On the 'Yes
U

TU WE TH FR

o Worker e reset' button to continue.

8 9 : 11am
16

lan Wright 06:00

23

20 Reset shift stop timer
Wednesday 14 .

Select toda
il et ..5". This will reset the stop timer of this shift

Are you sure you want to do this?

Yes, reset

3pm

Mo, cancel

Bukayo Saka




Stop the timer

T~ Test7689A A

EBooked: 04:00 (Tue) Started: 04:00 Duration: 6h 29m

Stop time 10:29:34 - Edit »

Unplanned breaks mins

2 The shift duration is under the daily guarantee (8h 30m).

Do you want to grant the daily guarantee? @ yes <=

Expenses

Please select.. » Description

were there any issues with the shift? () yes @ no

Is the worker starting a night out? O yes @ no

[J WAT applies

DatumRFPO

If your worker is guaranteed
hours, then you will need to
click on 'yes' to guarantee
the payment is correct and
then click on 'Stop timer'.



DatumRFPO

Following

Systems Test ~

Attendance for
You can now see the workers

are all completed.

Friday 9 September

September 2022 -
TH FR sA su
Worker Booked

Mo TU WE
1 2 3 4

8 9 10 11
Complete

16 17 18 ™
lan Wright

23 24 25

30

Wednesday 14 September

Select today b
orker

3pm
Granit Xhaka

0400

Bukayo Saka




DatumR~O

BATCH EDIT START /
STOP TIMES



DatumR~O

BATCH EDIT SHIFTS
AMEND TIME



DatumRFPO

This process happens after the shift has been completed. You can Batch Edit or Stop times (please refer to
Start Stop times how to do guide on this process.)

Inbox Plan Attendance Finance Clients \

Attendance

T — Go to Attendance>Batch edit start/stop times.

Spreadsheet upload

Inbox for my followed rd

All
Shifts
Assessments

Site enquiries.

Batch edit start / stop times

Finance gueries

Sent by me Shifts by site 4+ Add timesheet < Prev W37 2022 - Next »
Shifts by worker >

O Show closed

)] Worker / Template Sun 11 Sep Mon 12 Sep Tue 13 Sep Today Thu 15 Sep Fri 16 Sep Sat 17 Sep
Timesheets >

Saka, Bukayo
Client MSP
Saka, Bukayo
Client MSP

Branch

Xhaka, Granit
Client MSP
Pro s&S

Next go to Organisation to search for your Client. i

Client MSP

Site

Process & Syste

Job Card




Once you have

found your client
Batch edit start
add.

Batch edit Batch edit

Shifts by site

Shifts by site If re(_:] ul red’ you can Shifts by site
Shifts by worker a ISO fl |te r by JO b Ca rd Shifts by worker
limeshects and Worker. M

Shifts by worker

Timesheets

Branch
Branch

Branch

Organisation

Organisation Then Sea rCh for Organisation
kclient msP your S|te and add. Client MSP

Agency__1

Client MSP

Site

Site
Argos

Process & Syste >

Process & Syste

Client MSP lJob Card
Client Nottingham

Warehouse

Job Card

Home Delivery - Croydon

Systems Test




Go to the day you would like to amend.

box Plan Attendance Finance Clients \

Batch edit start / stop times

=il ey ks == Add timesheet £ Prew
Shifts by worker
Worker / Template Sun 11 Sep Mon 12 Sep

Timesheets
Saka. Bukayo

Client MSP

Process & Sy. Administrator
Saka. Bukayo

Client MSP

Process & Sy. HGWV Driver
Xhaka, Granit

Client MSP

Process & Sy. Varehouse .

Organisation
Client MSP
Site

Process & Syste

Job Card

W37 2022

Tue 13 Sep

Today

~

Thu 15 Sep

16:00

7]

AA | Agency_1 Admin

Fri 16 Sep

MNext 3

Sat 17 Sep

DatumRFPO

It is easy to amend the time if the
workers shift hasn’t been
submitted.

Click on the time and amend.

Once amended then click save.



The next part is to add the finish time or hours.

We are going to start with finish times and input the end time.

Batch edit start / stop times

Shifts by site: @ workers marked with this symbol each hold a student visa and their hours are restricted during term time, please ensure th
not exceed their working hours restrictions
Shifts by worker

Timesheets 4 Add timesheet < Prev WAT /2021

] Worker /| Template Sun 25th Mon 26th Tue 27th Wed 28th

Branch 14-00

) Client MSP
& 22:00

Client 'd'_-tFJl 05:00
Organisation . Adr cral 11°30
05:00
14:00

Client MSP )] | Client MSP

14.05
22:00

Site J | Client MSP .

Process & Syste ¥ ) Client M3P

© Workers marked with this symbol each hold a student visa and their hours are restricted during term time, please ensure that they do

not exceed their working hours restrictions

You can see we have already
processed the finish time.

Add your finish
time working on a
24-hour clock.

Once added click
on the

button.

A notification will pop up if
you have a student working
with restricted hours.

DatumRFPO




This is the same process as before; however, we are going to change the view preferences from Stop time to
Duration time. To do this click on the © to change and save.

in Attendance §in

Batch edit start / stop times

Shifts by site < Add timesheet < Prev

Shifts by worker Add yOUF f|n|Sh

Worker / Template Sun 25th Mon 26th

Timeshonts — time working on a

06:30 06:30

24-hour clock.
his can also be
done on a 100

Organisation PR 30 decimal.
Client MSP , == - <
: Once added click
on the

button.

DatumRFPO




DatumR~O

CANCEL A SHIFT
THROUGH BATCH EDIT



How To Open The Shift?

Batch edit start / stop times

Shifts by site
Shifts by worker

Timesheets

Branch

Select. .

Organisation

TestClientCixhhslaon

Site

TestSiteRrol670

<= Add timesheet

Worker / Template

A, Test7689%a
TestClientCixhhslaon

TestSiteRrol670 / slJobCardTe...

A, Test7689sharmaa
TestClientCixhhslaon
TestSiteRrol670 / slJobCardTe
A, TestT68%veenaa
TestClientCixhhslaon

TestSiteRrol670 / slJobCardTe. ..

A, Test 7689 Vs1 A
TestClientCixhhslaon

TestSiteRrol670 / slJobCardTe. ..

Adams, Test
TestClientCixhhslaon
TestSiteRrol670 / slJobCardTe
Akkfrzuhgz, Test
TestClientCixhhslaon

TestSiteRrol670 { slJobCardTe...

Aglrfbyzfg, Test
TestClientCixhhslaon

TestSiteRrol670 / slJobCardTe. ..

B, Test7689b
TestClientCixhhslaon

TestSiteRrol670 / slJobCardTe...

B, Test7689sharmab
TestClientCixhhslaon
TestSiteRrol670 / slJobCardTe
B, Test7G89veesnab
TestClientCixhhslaon

TestSiteRrol670 / slJobCardTe. ..

B, Test 7689 Vs2 B
TestClientCixhhslaon

TestSiteRrol670 / slJobCardTe. ..

Kxjkkyxnmi, Test
TestClientCixhhslaon
TestSiteRrol670 / slJobCardTe

€ Prev.

Sun 4th

Mon 5th

W27 /2021

Wed Tth Thu 3th

Next »

Sat 10th

07-00

Click on
the M to open
the shift.

DatumRPO




How To Open The Shift Details? DatumRFO

A, Test7689a's shift

Client TestClientCixhhslaon
Site TestSiteRrol670

Job card slJobCardTestEbdad06
Planned start time Monday 5th Jul, 06:00
Actual start time Tuesday 6th Jul, 12:47

Stop time Nof defined yet

[ Click here to open the shift details.




How To Cancel The Shift? DatumRPO

Tue 13 Sep at 11:00 (=g

Click on cancel shift.

Organisation ARGOS Home Delivery DHL

Site Argos Aberdesn Warehouse - Aftendance | Finance

Job card Packer - Change

Rate type BAYE

Status Not published BTl

Rates Charge: £12.00 per hour  Pay: £10.00

Cancel the shift

Do you really want to cancel this shift?

Why? | Client cancelled

Add in the reason why?

Message | Machine broken down

No‘,dismiss Yes, cancel this shift

»

Once complete click 'Yes cancel the shift'.




n Attendance Finance

Edit imeshests Shift information

Tue 6 Jul,

TestClientCixhhslwe
Test7689A A

TestSiteRrol670 - Post shifts | AllSwelg

slJobCardTestEbdad06

Mobile
+44 (0) 7570225222 3 Rate type BAYE: Pre-parity

£13.00 per hour

£11.00 per hour (PAYE, Pre-parity)

Start Stop

Planned 04:00
Actual

Next shift

= Raise a query

Messages about this shift

DatumRFPO

You will now see the cancelled
shift has been removed and a
comment added to the cancelled
shift information.

Once complete click on Edit
timesheets button to go back to

E— the Batch Edit page.

W Contact the worker

MSP Admin:ancelled this shift

Reason: Client cancelled

Machine broken down




DatumRPO

How To View Batch Edit Once Completed?

Batch edit start / stop times

Shifts by site + Add timesheet ¢ Prev. W27/ 2021 Next »

Shifts by worker
Worker / Template Sun 4th Mon 5th Today Wed Tth Thu 8th i Sat 10th

Timesheets

A, Tesl7689a 12:47 _ 05:00 .

TeslentCiilaon “ The shift has now been removed.
TestSiteRrol670 / slJobCardTe. .. — L

A, Test7689sharmaa

TestClientCixhhslaon

TestSiteRrol670 / slJobCardTe... -

A, Test7689%veenaa AG-ON

el - Repeat the process if you are
TestSiteRrol670 / slJobCardTe

Organisation A, Test 7689 Vs1 A ( dea”ocating d Worker from the I|St

TestClientCixhhslaon

TestClntCixrsaon S e — Only difference is reasons why.

TestClientCixhhslaon

Site TestSiteRrol670 / slJobCardTe. ..

Akkfrzuhgz, Test

TestClientCixhhslaon

TestSiteRrol670 / slJobCardTe....

Aglrfbyzfy, Test
TestChientCixhhslaon

Job Card TestSiteRrol670 / slJobCardTe
B. Test7689b
TestClientCixhhslaon
TestSiteRrol670 / slJobCardTe. ..
B, Test7689sharmab
TestClientCixhhslaon
TestSiteRrol670 / slJobCardTe. ..
B, Test7689veenab
TestClientCixhhslaon
TestSiteRrol670 / slJobCardTe...

Branch

TestSiteRrol6T0




DatumR~O

HOW TO VIEW
SHIFT DETAILS



How To Open Shift Details?

Next click on the IEM to open the shift details.

edit start / stop times

Shifts by site
Shifts by worker

Timesheets

Branch

Organisation

TestClientCixhhslaon

Site

TestSiteRrol670

Job Card

Worker / Template

A, Test7689a
TestClientCixhhslaon

TestSiteRrol670 / slJobCardTe. ..

A, Test7689sharmaa
TestClientCixhhslaon

TestSiteRrol670 / sllobCardTe. ..

A, Test7689veenaa
TestClientCixhhslaon

TestSiteRrol670 / sllobCardTe. ..

A, Test TEE9 Vs1A
TestClientCixhhslaon

TestSiteRrol670 / slJobCardTe

Adams, Test
TestClientCixhhslaon

TestSiteRrol670 / slJobCardTe. ..

Akkfrzuhgz, Test
TestClientCixhhslaon

TestSiteRrol670 / sllobCardTe. ..

Aglrfbyzfq, Test
TestClientCixhhslaon

TestSiteRrol670 / sllobCardTe. ..

B, Test7685b
TestClientCixhhslaon

TestSiteRrol670 / slJobCardTe

B, Test7689sharmab
TestClientCixhhslaon

TestSiteRrol670 / sllobCardTe. ..

B, Test7689veenab
TestClientCixhhslaon

€ Prev.

Sun 4th

Mon 5th

12:47

Tue 6th

W27 /2021

Wed 7th Thu 8th

13:30
13:34

10
Open shift preview 35

13:50
21:50

13:50
21:50

13:50
22:00

13:52
21:52

13:52
21:52

13:34
13:52

13:30
13:45

13:34

DatumRPO

Next »

Sat 10th



How To Open Shift Details?

Next click on here to open the shift details.

A, Test7989sharmaa’s shift

Client

Site

Job card

Planned start time
Actual start time

Stop time

TestClientCixhhslaon
TestSiteRrol670
slJobCardTestEbdad06
Tuesday 6th Jul, 04:00
Tuesday 6th Jul, 04:00

Tuesday 6th Jul, 10:24

Shift details

DatumRPO




Edit timesheets Shift information

Test76895Shamal A

Mabile
+44 (0) 7971846611 ¢

Tue 6 Jul, 04:00

Cancel shift

Organisation
Site

Job card
Rate type

Daily guarantee

Status

Planned
Actual

Unplanned breaks

Daily guarantee
[8h 30m)

Shift total

TestClientCixhhslaon
TestSiteRrol670 - Post shifts | Attendance | Finance
slJobCardTestEbdad06 - Change
PAYE: Pre-parity.
8h 30m
Complete EJ m
£13.00 per hour

£11.00 per hour (PAYE, Pre-parity)

Start Stop Duration
04:00

04:00

You have now opened shift details
and are able to view job card
information, start and finish time,
hours worked, Adjustments,
Expenses and are able to query a
shift from here.

It also shows you who booked or
cancelled a worker.

DatumRFPO




DatumR~O

HOW TO VIEW
SHIFTS BY SITE



DatumRPO
Where Do | Go To Open Shifts By Site?

Next click on 'Shifts by site'.

Batch eflit start / stop times

Shifts by site 4 Add timesheet ¢ Prev. W27 /2021 Next )

Shifts by worker ~ »

] Worker / Template Sundth ~ Mondth  Tuebth Wed Tth Thu 8th Fri 9th Sat 10th
Timesheets
A Test7h8%a
0  TestClientCixhhslaon
TestSiteRrol670 / stlobCardTe...




Search for your site in the dropdown box.

You can view the workers who have not got
start times.
Click on only show these shifts.

Y Only show these shifts
Shifts by site

Shifts by worker

All the times have been saved properly.

Batch edit start / stop ti

et default start / stop times

Stop times will be based on the job
card's typical shift lengthsamp.

(® Add start / stop fimes

20 shifts

iz without gia

Y Only show these shifts

You can manually add the start and stop
times or add all by clicking on add
start/stop times.

Selected site

\'TesT.CMenlCixhhsl / TestSite..

Batch edit start / stop times

Monday 28th June

Worker Booked

Shifts by site
Test Adams Mon 28 - 06:00

Shifts by worker

17 shifts 20 shifts Set default start / stop times
Timesheets without start times without stop times vz Tl e s iy
card's typical shift lengthsamp
Tuesday 6th July Showing only these shifts ¥ Only show these shifis © Add start/ slop times

Selected site % Remove filter

Warker Booked —_—
| TestclientCixnhsiaon / Testsite... |

Showing 17 shifts without start times

Tuesday 13th July

Worker Booked ‘s

Test7689sharmaa A Tue 06 - 04:00

Monday 12th July

Test76B9veenaa A Tue 13 - 06:0f

Worker Booked

Test 7683 Vs1 AA Tue 13 - 064

Test Adams

Tue 13-

Test7T689a A Mon 12 - 06:00

Tue 13 - 06:

TestAkKfizungz

Tue 13 - 06:

TestAqlribyzfq

Tue 13-

Test7689b B

Test7689veenab B Tue 13 - 06:

Tue 13 - 06:

Test7689Vs2B B

Test Kjkkyxnmi Tue 13-

DatumRFPO




All the times have been saved properly.

Batch edit start / stop times

Shifts by site Summary

Shifts by worker
17 shifts 20 shifts

Timesheets without start times without stop times

Kard's typical shift lengthsamp

Y Only show these shifts Y Only show these shifts (© Add start / stop times

Selected site

[ TestClientCixhhslaon / Testsite..  + |

Showing 22 shifts

Monday 28th June Batch edit start / stop times

Worker

Shits by ste

Test Adams - e Shifts by worker B
17 shifts

Timesheets without start times

Y Only show these shifts

Tuesday 6th July

Selected site

[ TestClientCixhhslaon /TestSite. .+ |

Worker Booked

Test7689sharmaa A Tue 06 - 04:0

Worker

Test7689a A

Monday 12th July

Worker Booked Tuesday 13th July

Worker

Test7689a A Mon 12 - 06:

Test7689aA

Test7689sharmaa A

Test7689vesnaa A

Test 7689 Vs1 AA

Test Adams

Test Akkfrzuhgz

You can view the workers who have not
got stop times.
Click on only show these shifts.

You can manually add the start and
stop times or add all by clicking on

20 shifts

without stop times

Showing only these shifts

% Remove filter

Showing 20 shifts without stop times

Monday 12th July

Booked

Mon 12 - 06:00

Booked

Tue 13-

04:00

Tue 13-

06:00
Tue 13 - 06:00

Tue 13-

06:00

Tue13 -

06:00

Tue 13-

06:00

Y Only show these shifts

A

Set default start / stop

Stop times will be based

(® Add start / stop times

Actual start

06:00

Actual start

06:00

06:00

Actual stop.

Actual stop

es.

DatumRFPO




DatumRFPO

All the times have been saved properly.
Batch edit start / stop times
Now we have viewed who has start

or stop times we can now add those
who haven't.

Shifts by site Summary

Shifts by worker
17 shifts 20 shifts Set default start / stop times]

Timesheets without start times without stop times Stop times will be based on the job
card's typical shift lengthsamp.

Y Only show these shifts Y Only show these shifts (© Add start / stop fimes

o~

Selected site

\‘ TestClientCixhhslaon / TestSite. .

Showing 22 shifts

Monday 28th June

Click on Add Start/Stop Times.

Worker Booked Actual start Actual stop

Test Adams Mon 28 - 06:00 06:00 14:00

Tuesday 6th July

Worker Booked Actual start Actual stop

Test7G89sharmaa A Tue 06 - 04:00 04:00 14:00

Monday 12th July

Worker Booked Actual start Actual stop

Test7689a A Mon 12 - 06:00 06:00




Monday 12th July / TestSiteRrol670

Worker Booked

Test7689a A Mon 12 - 06:00

Tuesday 13th July / TestSiteRrol670

Worker

Test7689a A
Test7689sharmaa A
Test7689veenaa A
Test 7689 Vel AA
Test Adams

Test Akkfrzuhgz
Test Aqirfoyzfg
Test7689b B
Test7689veenab B
Test 7683 Vs2 BB

Test Kiyxnmi

Wednesday 14th July / TestS

Worker Booked

Test7689a A Wed 14 - 06:00

Test7689sharmaa A Wed 14 - 06:00

Actual start

06:00

Actual start

06:00

06:00

06:00

06:00

06:00

06:00

06:00

06:00

06:00

06:00

06:00

Actual start

‘. 06:00 ‘
‘. 06:00 ‘

Actual stop

‘: 14:00

Actual stop

14:00

14.00

DatumRFPO

This function will input the start/stop
times for you.

Next click on save shift times.

You can either amend times now or you
can save and go back and amend.

It is quicker to amend before saving.

Save shift imes




DatumRFPO

Batch edit start / stop times

You can now see the start and stop times
Sl are greyed out and it is now showing no
S By wener 0 shifts 0 shifts Set default start / stop times ShlftS WIthOUt Sta rt or StOp tlmeS.

Timesheets without start times without stop times Stop fimes will be based on the job
card's typical shift lengthsamp

Only show these shifts Only show these shifts © Add start / stop imes

Selected site

| TestClientCixnhslaon / TestSite... v |

Showing 22 shifts

Monday 28th June

Worker Booked h Actual stop

Test Adams Man 28 - 06:0 6:00 14:00

Tuesday 6th July

Worker Booked Actual start Actual stop

Test7689sharmaa A Tue 06 - 04:00 04:00 14:00

Monday 12th July

Worker Booked Actual start Actual stop

Test7689a A Mon 12 - 06:00 06:00 14:00

You have now completed how to view shifts by site and complete start/stop times!
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HOW TO VIEW
SHIFTS BY WORKER
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Where To Go To Open Shifts By Worker? ——

Next click on 'Shifts by worker'.

Batch edi start/ stopAimes

S by se 3 Add timeshest ¢ Pl W27 12001 Nert )

Shifts by worker

(] Worker | Template Sundth  Mondth  Tuebth ~ Wed7th  Thubth  Fi%h  Sat10th

Timesheets
A Test760%a

0 TestClientCixhhslaon
TestSiteRrolo70 / sllobCardTe...




Where To Go To Select The Worker?

Next, search and select the worker you would like to view.

Batch edit start / stop

Shifts by worker
0 shifts 0 shifts Set default start / stop times

Timesheets without start times without stop times Stl:upl lime.s weill bIE: based on the job
card's typical shift lengthsamp.

only show these shifts Oniy show these shifts @ Add start / stop times

Selected worker

Test Adams

L W26 (wic 28 Jun 2021)

Showing 3 shifts

Site Booked Actual start Actual stop

TestSiteRrolG70 Mon 28 - 06:00 06:00 14:00

W28 (wic 12 Jul 2021)

Site Booked Actual start Actual stop

TestSiteRrol670 Tue 13 - 06:00 06:00 14:00

TestSiteRrol670 Wed 14 - 06:00 06:00 14:00

DatumRPO




Batch edit start / stop times

Shifts by site
Shifts by worker

Timesheets

Selected worker

TestAdans

0 shifts

2 shifts

without start times without stop times

Only show these shifts

Showing 2 shifts

W28 (wic 12 Jul 2021)

Site

Test3iteRrol670

Test3iteRrol670

Sy ainow NESE Shifts

You can view the shifts of the worker that
don't have start times.

SRV Click on only show these shifts.
Stop times will be based on the job Y Only show these shifts
cards typical shift lengthsamp, -

(D Add start / stop times

You can manually add the start
and stop times or add all by clicking

Booked

Tue 13 - 06:00

Wed 14 - 06:00

Actual start

06:00

06:00

Actual stop on add start/stop times.

DatumRFPO
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You can view the shifts of the worker that

Batch edit start/ stop times don't have stop times.

Shifts by site

Shifts by worker
0 shifts 2 shifts Set default start | stop times

Timesheets without start times without stop times Smpl limefs vl IJIB based on the job
card's typical shift lengthsamp.

Click on only show these shifts.

Only show these shifts ¥ Only show these shifts (© Add start/ stop times - .
Y Only show these shifts

P
<

Selected worker

| TestAdams '

Showing 2 shifts

You can manually add the

Site Booked Actual start Actual stop .
start and stop times or add all by
TesiSiteRralf70 Tue 13- 06:00 06:00 Clicking on add sta rt/stop times.

TestSiteRral670 Wed 14 - 06:00 06:00
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Bach edlt start stop tmes Now we have viewed the shifts that
don't have start or stop times we can
Shifts by site

now add those in.
Shifts by worker
0 shifts 2 shifts Set default start/ stop times

Timesheets without start times without stop times Stop times will be based on the job

ST Click on Add Start/Stop Times.

; v ; - < . . . ..
This will add in both start and finish

Selected worker times which is taken from the job
cards.

| TestAdams

Showing 2 shifts

W28 (wic 12 Jul2021)

Site Booked Actual start Actual stop

TestSiteRrolG7() Tue 13- 06:00 06:00

TestSiteRrolG7() Wed 14 -06:00 06:00
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This function will input

Batch edit start / stop times O Clear unsaved start / stop imes .
F the start/stop times for you.

Shifts by site
Shifts by worker H

0 shifts 2 shifts Set default stant/ stop times N ext Cl IC k on save
Timesheets ; i i i Stop imes will be based on the job . .

without start times without stop times st it engthsang, s h i f t t imes.

Only show these shifts Y Only show these shifis (O Add start / stop times
Selected worker

| TestAdams

Showing 2 shifts

W28 (wic 12 Jul 2021)

Site Booked Actual start | Actual stop YO ucane it h er amen d

R times now or you can save
and go back and amend.

TesiSiteRrol67(0 Tue 13- 06:00

TestSiteRrol670 Wed 14 - 06:00 06:00 1400

It is quicker to amend
before saving.

Save shift times




All the times have been saved properly.

DatumRFPO

Batch edit start / stop times

Shifts by site

Shifts by worker
0 shifts 0 shifts ¢

Set default sta

Timesheets without start times without stop times

Only show these shifts Only show these shifs

Selected worker

[ TestAdams v

Showing 2 shifts

W28 (wic 12 Jul 2021)

Site Booked Actual start

TestSiteRrol670 Tue 13 - 06:00 06:00

TestSiteRrol670 Wed 14 -06:00 06:00

Stop times will be based on the job
card's typical shift lengthsamp

(© Add start / stop times

Actual stop

You will also notice at the top of the page
when you save it will advise if it has saved
properly
You can now see the start and stop times are
greyed out and it is now showing no shifts
without start or stop times.
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SPREADSHEET
UPLOAD
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HOW TO DOWNLOAD
YOUR WORKERS
THROUGH A CSV UPLOAD
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Inbox Plan ' Attendance Finance Clients Workers Reports

Attendance

Inbox for UAT Site

Batch edit start / stop times

Inbox Plan Attendance Finance Clients

Spreadsheet upload

Upload a spreadsheet

Title Description

Import csv files Import data from a csv formatted file

Go To Attendance>Spreadsheet Upload

Next, click on Import CSV Files and the arrow >
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CSV import:\Workers

Steps

1. Choose and upload a file

2. Choose an agency

3. Fix any errors in the file prompted by the hints (re-upload if required)
4. Review the data to be created / updated

Agency

Please select... v Upload a file ® Download Template (CSV)

Click on the download Template to upload all your workers
information. Once you download the template file out the information
as required
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Below shows the mandatory fields that need to be completed. Please ensure you complete the highlighted section to ensure our
system doesn’t contact your workers

Preferred Employm

First name Surname Email NI number Is driver role site ID ent status Skip email confirmation until Enable email comms Enable SMS comms
Upload Test6 upload@test6.com NA233333A N 6.01E+08 PAYE 20/12/2022N N
Upload Test7 upload@test7.com S$S663526C N 6.01E+08 PAYE Y Y
Upload Test8 omeradm2016@gmail.com NA233335A N 6.01E+08 PAYE Y N
First Name
Last Name
Email Address
NI Number

Is driver role (Y or N)

Preferred Site ID (the ID of a site the worker will work at, which can be
find in the client page)

Employment Type (PAYE, LTD_Company, Umbrella)

Enable email comms =N

Enable SMS comms =N
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You can also populate the 'Skip email confirmation until' column which will mean they don't need to manually skip
the email to use the profile. They provide a date (e.g., 20/12/2022) and the email will be skipped until that point

If an email address or NI number exists anywhere in DatumRPO (not just that agency) the profile will not be
created. You need to use a different email or NI number

If you don't put N for email/SMS comms, there is a risk that a worker will receive comms from the system.

Only a user for the agency can uploader the workers for that agency. Eg Datum cannot upload for Bob's
Recruitment and Bob's Recruitment cannot upload for Jeremy's Recruitment

Whilst the uploader only requires the details stated. The created profile cannot be linked to a job card until
the following as been completed;

Mobile Number
Date of Birth
Nationality
Address

The personal and employment status validations must have been passed (by clicking the buttons at the
bottom of the personal information page). For each profile you would need to manually validation (clicking
those buttons) after the upload has happened
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File errors Status key

7 out of 8 lines were processed, 1 lines were ignored.Within the 1 ignored lines there were 1 errors found. (Line refers to the original file): = ; x ;
issue Conflicts blocking item creation

Status key

Line 9: Missing value for column 'NI number’
caution Conflicts not blocking item creation

Import conflicts issue Conflicts blocking item creation

7 items have been extracted from the file. 4 can be created. Please review the details in the table below. valid No conflicts
caution,  Conflicts not blocking item creation
created ltem created successfully

valid No conflicts

ltems processed from: worker_import_template (1).¢sv

Create 4 items Cancel and upload another file lear results

Worker ID First name Surname Email Date of birth NI number Licence Status

created| Item created successfully

Paul Allen paul@mail.com 10-03-1976 00:00:00 JJ123457C 654654546 2 issues

Piotr Zacharczul| piotr@mail.com 14-07-2000 00:00:00 JJ123458C valid

Simon Mann mann@mail.com 13-08-1984 00:00:00 JJ123459C valid
Alfred Rose rose@mail.com 12-12-1964 00:00:00 JJ123455C valid
Marta KurdybelsK marta@mail.com 15-10-1988 00:00:00 JJ123454C 7897979797 2 issues

Karen Corr karen@mail.com 03-03-1974 00:00:00 JJ123453C valid

Now we have downloaded the report, we can now see who has no conflicts
and who has conflicts blocking items creation.

Any worker that is not valid, will now show an issue and how many issues.
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ltems processed from: worker_import_template (1).csv

OCECE NGl | Cancel and upload another file | Clear results

Worker ID First name Surname Email Date of birth NI number Licence Status

601899892 (E) John Smith bob@mail.com 01-02-1984 00:00:00 JJ123456C - created

Paul Allen paul@mail.com 10-03-1976 00:00:00 JJ123457C 654654546 2 issues

* Line 3: 26545’ is not a valid company number
* Line 3: '80000'is not a valid VAT number

When you click on the arrow * it will dropdown the reasons of the
issue and also which line from the report it is from for you to be able
to rectify. Once amend re upload the report.
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CSV import:Workers

8 out of 8 lines were processed successfully Status key
8 items have been extracted from the file
iIssue Conflicts blocking item creation

caution Conflicts not blocking item creation

valid No conflicts

created| Item created successfully

Items processed from: worker_impRrt_template (1).csv

Create 8 items Cancel and uploa®another file Clear results

Worker ID First name Surname Email Date of birth NI number Licence
John Smith john@mail.com 02-02-1984 00:00:00 JJ123456C
Paul Allen paul@mail.com 10-03-1976 00:00:00 JJ123457C 654654546
Piotr Zacharczuk piotr@mail.com 14-07-2000 00:00:00 JJ123458C
Simon fann mann@mail.com 13-08-1984 00:00:00 JJ123459C
Alfred X rose@mail.com 12-12-1964 00:00:00 JJ123455C
Marta Kurdyb\gka marta@mail.com 15-10-1988 00:00:00 JJ123454C 7897979797

Karen karen@mail.com 03-03-1974 00:00:00 JJ123453C

Once the upload has been completed again you will now see Valid v+ on the
right hand side. You can now create 8 items.
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How To Download Workers Into Universe?

CSV import:Workers

8 out of 8 lines were processed successfully Status key.

8 items have been extracted from the file
issue Conflicts blocking item creation
caution|  Conflicts not blocking item creation

valid No conflicts

created| Item created successfully

- worker_import_template (1).csv

Create 8 items Cancel and upload another file Clear results

Worker ID | Email Date of birth NI number Status
john@mail.com 02-02-1984 00:00:00 JJ123456C valid
paul@mail.com 10-03-1976 00:00:00 JJ123457C valid
piotr@mail.com 14-07-2000 00:00:00 JJ123458C - valid
Mann mann@mail.com 13-08-1984 00:00:00 JJ123459C - valid
Rose s nail. 12-12-1964 00:00:00 JJ123455C - valid
Kurdybelska marta@mail.cor 15-10-1988 00:00:00 JJ123454C 7897979797 valid

karen@mail.com 03-03-1974 00:00:00 JJ123453C - valid

JJ123452C - valid

Next, click on Create 8 Items m and select all.

Top Tip
You can only create 50 at a time. Once you have
created 50 select all again and repeat the process
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CSV import:\Work

8 out of 8 lines were processed successfully Status key

Import conflicts issue Confiicts blocking item creation
8 items have been extracted from the file. can be created. Please review the details in the table below.
caution| Conflicts not blocking item creation

valid No conflicts

created Item created successiully

ltems processed from: worker_import_template (1).csv

No >d | Cancel and upload another file Clear results

Worker ID First name Surname Email Date of birth NI number Licence Status
601977886 John Smith john@mail.com 02-02-1984 00:00:00 JJ123456C created
601977906 Paul Allen paul@mail.com 10-03-1976 00:00:00 JJ123457C 654654546 created
601977924 Piotr Zacharczuk piotr@mail.com 14-07-2000 00:00:00 JJ123458C created
601977940 Simon Mann mann@mail.com 13-08-1984 00:00:00 JJ123459C - created
601977956 Alfred Rose rose@mail.com 12-12-1964 00:00:00 JJ123455C created

601977972 Marta Kurdybeliska marta@mail.com 15-10-1988 00:00:00 J123454C 7897979797 created

601977990 Karen Corr karen@mail.com 03-03-1974 00:00:00 JJ123453C created

Once the system has created the items you will see conformation on the right
side as created. e
Once completed search for your worker and double check the details.
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FINANCE OVERVIEW
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TIMESHEETS
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Timesheets are the start and finish times you have processed through either Stop/Start or Batch Edit Shifts.

Each day is processed as a timesheet, and you will be able to find them on each worker.

lan Attendance Fimance Clients

Shifts to be approved
Queried shifts
Approved shifts
Weekly guarantees

Shifts to be approv =d 0
Unsubmitted shifts

Queried shifts 0

Timesheayd Statements n 18 Sep)

Approved shifts
e Timesheets
Weekly guarante s Elont

Invoices

Total: 5 rowqg 20,73 248.80 245.80 207.33
Unsubmitted shiis 3 Site locks

Arkil, Wity wwarenouse cfperd .03 0.40 0.40 0.33
Statements

Cutten, Andy Warehouse Cperative 0.03 .40 0.40 0.33
Timesheets

Gillmore, Daryle FPacker 817 g8 00 a8 00 81 67
Adjustments

Rowatt, Ursola Facker B T5.00 7T5.00 G2.50
Invoices

Whatling, Pablo Packer B T5.00 T5.00 82.50

» Unselect

-
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Below is some information on the timesheets represented by different columns.

§tatus of open T()l'FaI l/?clue TIO Total charge to client
tlmeshee"cs and clien kor a with adjustments
unsubmitted WOFKers for all workers

Shifts to be approved

Querned shifts

Approved shifts

H OW m a ny Weekly guarantees Worker Job card :
timesheets Unsubmitted shifts o220 12

2allet Operative 9. - 1324.24 Tota I p ay fO r

Pallet Cperative - 487 .50

Timesheets a I | WO rke rS

Pallet Cperative - 847 38

Statements

Adjustments
Pallet Operative - 459.24
Invoices

Total hours
processed for all
workers
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Further information on the timesheets represented by different columns.

Job card which the

worker is being Total value to
pay rolled on client

Shifts to be approved . previo) Tota I pay to

Queried shifts
Timesheets: VW6 2021 (from 19-04-2021 to 25-04-2021) Worker
Approved shifts

Worker gb card Adj. Status
Weekly guarantees

Total: 53 rows Q 1,982.50 30,276.49 = 30,276.49 23,250.12

;
I Achea I I Pallet Operative . 134.24 - . 03.36
Statements !

Pallet Operative 487 50 - 37536 »

Timesheets
Pallet Operative 847 .38

Adjustments

Pallet Operative 459.24
Invoices

Total charge
to client with
adjustments

Worker's name Total hours
processed



Shifts to be approved
Queried shifts
Approved shifts

Weekly guarantees

Statements
Timesheets
Adjustments

Invoices

Job card

Choose a job can

Period for report

Unselect

Unselect

The timesheets represent each day the worker has worked, including hours processed
with charge and pay totals for each day.

< Previous

Timesheets: W17 2021 (from 26-04-2021 to 02-05-2021) TlmeSheetS Wh|ch have been
s =i e created for the worker, that

Total: 50 rows 189 12500 1,786 22 = 1.786 22 1.375.36

aer Operave = T aaze e haven't yet been submitted
S — ’ S — and are highlighted pink

shifts

W17 2021 for Pallet Operative

Status Charge value Pay value

24-04-2021
0600 Unsubmitted i 120.11 92.48

- 233372021 Unsubmitted 11h 30m X 162 50 12512

O

Unsubmitted 11h 30m X 162 50 12512

26-04-2021
0600

% Total 31h 30m £445. 11 £342.72

Add historic timesheet adjustment Add manual adjustment

DatumRFPO
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Click on the day you would like to view. Each section represents the job card rules and hours processed.

| shifts
W17 2021 for Pallet Operative

Status Expenses Charge value Pay value

24-04-2021

0600 Unsubmitted 0.00 120.11 92.48 ~

Job card: Pallet Operative Booked start: 06:00 (Sat)
Rate schedule: PAYE: Pre-parity Actual start: 06:00
Rate type: Dynamic Actual stop: 15:00

Shift details

The first part is information that has
Shitt value breakdown . oname vaie Pay value been placed on the job card.
s engin You can also go to the job card from
Adustments (ime) : this section by either
i o cicking on:
Wi day (chg. £14.13, pay £10.88) eh 20m #1201 Job Card
Total #1201 Rate schedule

+ Raise 2 query Shift details

25-04-2021
06:00

Unsubmitted 11h 30m 0.00 162 50 12512

26-04-2021

06:00 Unsubmitted 11h 30m 0.00 162 50 12512

Total 31h 30m £0.00 £445.11 £342.72

Add histornic imesheet adjustment Add manual adjustment




The second part of the timesheet is the shift value breakdown.

| shifts
W17 2021 for Pallet Operative

Status

24-04-2021

0600 Unsubmitted

Job card: Pallet Operative
Rate schedule: PAYE: Pre-parity

Rate type: Dynamic
Shift details

Expenses Charge value Pay value

0.00 120.11 92.48

Booked start: 06:00 (Sat)

Actual start: 06:00
Actual stop: 15:00

Shift value breakdown

Shift length

Adjustments (time)

Unpaid break

Billable shift length

Hours Charge value Pay value

9 hours <

-30 mins’

8h 20m

Wk day (chg. £14.13. pay £10.88)

&h 20m £120.11

Total

== Raise a query

25-04-2021

06:00 Unsubmitted

26-04-2021

06:00 Unsubmitted

£120.11

11h 30m | 12512

11h 30m i 12512

Total

31h 30m £342.72

Add histornic imesheet adjustment Add manual adjustment

This part shows the shift length, any
adjustments, unpaid breaks and the total
shift length billable to the client

DatumRFPO
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The last part of the timesheet is the total costs.

| shifts
W17 2021 for Pallet Operative

Status Expenses Charge value Pay value

24-04-2021

0600 Unsubmitted 0.00 120.11 92.48

Job card: Pallet Operative Booked start: 06:00 (Sat)
Rate schedule: PAYE: Pre-parity Actual start: 06:00
Rate type: Dynamic Actual stop: 15:00

Shift details

The final part is the charge rate, pay rate,
Shift value breakdown Charge value Pay value hours, charge value and pay value

Shift length
Adjustments (time)
Unpaid break -30 mins

Billable shift length 8h 230m

Wik day (chg. £14.13, pay £10.88) £120.11

Total £120.11

== Raise a query

25-04-2021

06:00 Unsubmitted 11h 30m | 12512

26-04-2021

06:00 Unsubmitted 11h 30m i 12512

Total 31h 30m £342.72

Add histornic imesheet adjustment Add manual adjustment
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These are for any missing payments or adjusted rates.

| shifts
W17 2021 for Pallet Operative

Status Expenses Charge value Pay value

24-04-2021

0600 Unsubmitted 0.00 120.11 92.48

Job card: Pallet Operative Booked start: 06:00 (Sat)
Rate schedule: PAYE: Pre-parity Actual start: 06:00
Rate type: Dynamic Actual stop: 15:00

Shift detais Please see the How To Guide on historic
and manual adjustments
for more information.

Shift value breakdown Charge value Pay value
Shift length

Adjustments (time)

Unpaid break -30 mins

Billable shift length 8h 30m

Wik day (chg. £14.13, pay £10.88) 8h 20m £120.11

Total £120.11

== Raise a query

25-04-2021

06:00 Unsubmitted 11h 30m

26-04-2021

06:00 Unsubmitted 11h 30m

Total 31h 30m .| £445.11

Add histornic imesheet adjustment Add manual adjustment
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UNSUBMITTED SHIFTS
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An Unsubmitted Shifts are timesheets that have been created and are waiting to be processed for payroll.
This is where you can check the hours and costing for each job card before submitting the Unsubmitted Shifts.

Go to Finance > Unsubmitted Shifts.

1ice  Finance Clients Workers Reports

Shifts to be approved

Queried shifis

Weekly guarantees
Shifts to b = approved 0

Unsubmitted shifts
Queried sh fts 0

Statements
Approved sl ifts

Timesheets
Weekly guar tees

Inv

Total: 3 rowsg 20.67 248.00 206.67

Unsubmitted shifts 3 Site locks

O -IS—L:; 12322 Gillmore, Daryle Packer 8.7 98.00 81.67

Statements Tue 13

Rowatt, Ursola Packer 6525 75.00 652 50

[ Sep 2022

Tue 13
O Sep 2022

Timesheets
Whatling, Pablo Packer 6.25 75.00 62.50
Adjustments

Invoices

Worker 3¢ Unselect

Choose a w r hd

Job card 2 Unselect

Choose a job card... =




DatumRFPO

You will be able to view all workers with hours on Universe.

When submitting unsubmitted shifts you are on your way to locking lines.

You can either submit all
Shifts to be approved U . . workers at a time or one
nsubmitted shifts

Querid shis by one.
0 | Submit

Approved shifts

R b Pk C Py e For all workers you need

Weekly guarantees Jalvicics ¥ et
1 . nsupmitted snirts
Total 2 ows 1450 16678 13064 to click on:

Unsubmitted shifts

] Submmit
7042 Induction 125 8439 AR
P>

<

Statements

P7.04.21 Induction 125 8439 6332 TO Sme|t Worker'S

individually, click one box
at a time.

Timesheets

Adjustments

Invoices




DatumR~O

APPROVED SHIFTS
CLIENT PROCESS
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The Client Will Need To Approve Shifts?

Approved shifts need to be approved by your client by completing the next stage.
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This process happens after the shift has been submitted and continues the process of locking the payroll. The
process will need to be completed by your client, find your site, go to Finance > Shifts to be approved.

Next Unlock the shifts to approve.

Shifts to be approved
aa Approved g

Queried shifts 0
& Unlock
Approved shifts
Date

Total: 2 rowd

Tue 13 —
Sep 2022 i

Finance for TestSiteRrol670|>  Following

Tue 13
Sep 202z CUtten. Andy Warehouse Operative

Shifts to be approved .
Shiftgto be approved

Queried shifts

& Unlock

Approved shifts

Date Worker Job card

Weekly guarantees
Total: 12 rows

Unsubmitted shifts
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Client can now approve the shifts

Then a warning sign will pop up, and your client will need to press either individually or select all shifts.

= ’

Unlock the approvals privilege

Finance for TestSiteRrol67() Following

By clicking Unlock, you will unlock the shift approval privilege. This wil
allow you to approve / unapprove shifts, and grant / revoke weekly Shifts to be approved
guarantees.

Queried shifts

Please note, all of these actions are audited.
Approved shifts

Job card
Weekly guarantees Mol

256.25 285675 2,578.30
Unsubmitted shifts
Cancel Ea 0721 A Tesi7689Sha . sliobCardTesiEbdad06 975 12825  104.80
Statements
[ 13.07.21 A, TestT689A slJobCardTestEbda406 8.50 110.50 93.50
Timesheets
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QUERY SHIFTS
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A guery is where you have processed hours, approved the shifts and then noticed they are overpaid or
underpaid due to incorrect start/stop times.

To begin this process,
go to Finance>Timesheets.

Site enquiries
Finanoce queries

Serl by me

Shary Chorsed

Click on the worker where you need to Finance for TestSiteRrol670 ~ | Falowng
raise a query.

Shifts to be approved
¢ | Previous
Queried shifts
Timesheets: W21 2021 (from 24-05-2021 to 30-05-2021)
Approveu s

Worker Job card Adj. Status Hours Work value Expenses Charge value Pay value
Weekly guarantees

Total: 4 rows 0 20275 2,520.00 = 252000 223175

IA, Test7689A slJobCardTestEbdad06 54.25 691.50 - 691.50 608.75 1

Statements
A, Test7689Sha... slJobCardTestEbdad06 51.50 643.00 - 643.00 568.50 »

Timesheets
A, Test 7689 VS... sllobCardTestEbda408 53.50 678.50 - 678.50 596.00 »

Adjustments
Kxjklcyxnmi, Test  slJobCard TestEbda406 43.50 507.00 - 507.00 456.50 »

Invoices
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Open the timesheet you need to make the changes to.

Kxjkkyxnmi, Test  slJobCardTestEbda406 507.00 45650 w Kxjkkyxnmi, Test ~ slJobCardTestEbdad06 43.50 507.00 - 507.00  456.50

Test Kxjkkyxnmi's shifts
Test KXJ kkvxn mi's shifts W21 2021 for slJobCardTestEbdad06
W21 2021 for slJobCardTestEbda406

Status Hours Expenses Charge value Pay value

25-05-2021

Status Hours Expenses Charge value Pay value 07:00 Approved 11h15m 0.00 126.00 1475

S?ngQOZ'I Approved 11h 15m 0.00 126.00 114.75 Job card: slJobCardTestEbda406 Booked start: 07:00 (Tue)

Rate schedule: PAYE: Pre-parity Actual start: 07:00

- Rate type: Weekday Actual stop 19:00
200072021 Approved 11h 15m 0.00 126.00 114.75 it detale

Sg?gg-zom Approved oh 45m 0.00 108.00 98.25
a Shift value breakdown Hours Charge value Pay value

gg?gg-zom Approved 11h 15m _ 126.00 11475 Shift length 12 hours

Adjustments (time)

LI 43h 30m 486.00 442 50
worked Unpaid break -45 mins

Billable shift length 11h 15m
s 21.00 14.00

overtime Wk day (chg. £11.00, pay £10 .00) 9 hours £99 .00 £90.00

Total 43h 30m £0.00 £507.00 £456.50 Wik day OT (chg. £12.00, pay £11.00) 2h 15m £27.00 £24.75

Total £126.00 £114.75

Add historic timesheet adjustment Add manual adjustment + Raise a query

Click on + Raiseaquery this then will enable you to make changes.



Open the query and select from the dropdown the reason for the query.

Raise a query

Please select a subject...

Please select a subject...

Please select a subject...

Message (optional)

Invalid expenses
Rest period incorrect
Shift start or end time incorrect

Other

You can also add notes to message the worker regarding the query.

DatumRFPO
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Go to Finance > Queried shifts.

Open the query you have created and
— click on shift details.

Shifts to be approved
gOS Aberdeen Wa Queried shifts

Finance for A

Approved shifts

feekly guarantees

Shifts to be approved 0
Unsubmitted shifts
Queried shifts 0 There are no d

Approved shifts

] 25 0521 Kxjklky=xnimi, Test slJobCardTestEbdad406 11475 =~

Timesheets

Weekly guarantees
Invoi

Booked start:
Actualfstart:

Job card: slJobCardTestEbda406
PAYE: Pre-parity
Statements Rate type: Weekday Actua) stop:

Shift details

07:00 (Tue)
07:00
19:00

Rate schedule:

Timesheets

Adjustments

Shift value breakdown Charge value Pay value

Invoices

Shift length

2 Unselect Adjustments (time)

-

Unpaid break

3 Unselect Billable shift length 11h 15m

-

Wk day (chg. £11 .00, pay £10.00) 9 hours £99 00 £90.00

Wk day OT (chg. £12.00, pay £11_00) £27 .00 £24 75

Total £126.00 £114.75

Queries

Raised by
4th June at O7:13

Shift start or end time incorrect OPEMNED Close

== Raise another query



Where To Change The Time?

Click on the actual start time and change the start time to the correct time.

Shift information

Tue 25 May, 07:00

Organisation
Test Kxjkkyxnmi
Site
Mobile Job card
+44 (0) 7549088636 Rate type

Daily guarantee
Status
Charge rate

Pay rate

Planned

TestClientCixhhslaon

TestSiteRrol670 - Post shifts | Attendance | Finance

slJobCardTestEbda406 - Change
PAYE: Pre-parity

8h 30m

Compiete IS
£11.00 per hour

£10.00 per hour (PAYE, Pre-parity)

Start Stop Duration

07:00

Actual

0700 12 hours

Unpaid break

-45 mins

Cancel shift

DatumRPO




Where To Change The Time And Add Reason?

Add in the new time and use the dropdown to add in the reason. If required add a message for the worker. You
will get a pop up advising on the start time, was the worker late. Click 'No' Unless they were late.

Charg e start tirme

DatumRPO

CAETaT DHTHE Tiis B8 Play OF 00
thod vt LB IS Fidie 20 Pl -
. Pl BT DHTHE ol O Py pewE
Change start tim
Thus mkifl s siaring B oo inss, Do o0 Wikl B record (s woskomsr ms
Tankey e AFum mbsilip
Current timel  Tue 25 May 07:00
i L
New date Tue 25 May ~
N Sy IFeE DHYHE MaE o ng e LH i m
INewstan time | 07:00 f-mm I e L SO TG SLET T

Why the time has changed Please select... ~

Change start time

Message Message to worker (optional)

Current time Tue 25 May 09:00

Mew date Tue 25 May
Cancel | Save shift details
MNew time 09:00 hhzmm

Why the time has changed Please select. ..

Pleass select. ..
| forgot to start the timer

M
sssag= Other

Pjru‘» Sawve shift details

Once completed press: i



There are two ways you can close a

query under queries.

1.

Raized by
4th June al 07:13

At the top of the page
close queries and submit

Cloa s, sl st

Or close - if you click
on close you will then need
to resubmit your shift

Shift start or end time incorrect

Finance for TestSiteRrol670 ~

Shifts to be approved
Queried shifts
Approved shifts

W ey yuarantees

Statements
Timesheets
Adjustments

Invoices

Worker
CLOSED

Following

Queried Shift
O Close queries and submit

—

Date Worker

Job card
Total: 1 rows

[J 25.05.21  Kxjkkyxnmi, Test  slJobCardTestEbdad06

Job card

Rate schedule:
Rate type
Shift details

slJobCardTestEbdad06
PAYE: Pre-parity
Weekday

o Unselect Shift value breakdown

| Choose a warker..

T

Shift length

Adjustments (time)
2 Unselsct

Unpaid break

o

Eillable shift length
(chg. £11.00, pay £10.00)

Wi day OT {chg.

9.75

975

Booked start: ~ 07:00 (Tue)
Actual start: 09:00
Actual stop 19:00

Hours Charge value

10 hours

-15 mins
9h 45m
9 hours

45 ming

108.00

108.00

98.25

9825 w

Pay value

Total

Queries

Raised by
4th June atwi1s

= Raise another query

Shift start or end time incorrect

DatumRFPO
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Queried shifts

D) Close queries and submit Once you have completed the
Date  worker sob card Hours Charge value Pay value changes you can view the closed
Total: 1 rows 9.75 108.00 98.25 query on the timesheet.

] 25.05.21 Kxjkkyxnmi, Test slJobCardTestEbdad06 975 108.00 98.25

Job card: slJobCardTestEbdad406 Booked start: 07:00 (Tue)
Rate schedule: PAYE: Pre-parity Actual start: 09:00

Rate type: Weekday Actual stop: 19:00

Shift details

Shift value breakdown Hours Charge value Pay value

Shift length 10 hours
Adjustments (time) -

Unpaid break

Eillable shift length

Wik day (chg. £11.00, pay £10.00)

Wk day OT (chg. £12.00, pay £11.00) You have now completed how to
Total “““V amend, view and close a query!

Queries

Raised by
4th June at 07:13

Shift start or end time incorrect CLOSED

= Raise another query
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To view and manage any weekly guarantees you may have, go to the ‘Finance’ tab and select ‘Weekly Guarantees'.
You will now see any workers how are eligible for weekly guarantees.

Plan Attendance Finance W

Finance for Acton Gate - Warehouse ~ | Following

Shifts to be approved 5
Weekly guaranjcee=W38 2022 (from Mon 19 Sep to Sun 25 Sep)

Queried shifts 0

Worker Job card Status Hours Charge value Pay value
Approved shifts

Total: 3 rows 20.00 246.50 0.00
Weekly guarantees

One, Jamie Van Driver Granted 2000 v 24650
Unsubmitted shifts 0

One, Leanne Van Driver Eligible 0 0.00

Statements
One, Tina Van Driver Eligible 0

Timesheets
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To grant a workers weekly
guarantees, click on the eligible
workers banner to view the
detail and then click
‘Grant Weekly Guarantees’.

Finance

Finance for Acton Gate - Warehouse -~ Following

Shifts to be approved 5
Weekly guarantees: W38 2022 (from Mon 19 Sep to Sun 25 Sep)

Queried shifts 0

Worker Job card Status Hours Charge value Pay value
Approved shifts

Total: 1 rows
Weekly guarantees

One, Jamie Van Driver Eligible

Jamie One's shifts
Statements W38 2022 for Van Driver

Timesheets
Status Hours Expenses Charge value

Adjustments
Sun, 18 Sep 2022, 06:00  Approved 30 mins 0.00 12.50

s Unselect Mon, 19 Sep 2022, 06:00  Approved 30 mins 0.00 6.00

Total 1 hour £0.00

»
Grant weekly guarantee
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Once the weekly guarantees have been granted, you will be able to view the details of the weekly guarantee and
see the hours and charge value.

Shifts to be approved 5
Weekly guarantees: W38 2022 (from Mon 19 Sep to Sun 25 Sep)

Queried shifts 0
Worker Job card Status Hours Charge value Pay val!Le
Approved shifts

Total: 1 20.00 246.50 0. qo
Weekly guarantees o= ===

One, Jamie Van Driver Granted 20.00 246.50

Jamie One's shifts
Statements W38 2022 for Van Driver

Timesheets
Status Hours Expenses Charge value

Adjustments
Sun, 18 Sep 2022, 06:00 Approved 30 mins 0.00 12.50

Worker s Unselect Mon, 19 Sep 2022, 06:00 Approved 30 mins 0.00 6.00

Choose a worker... b ‘
Total worked 1 hour 18.50

Job card ¢ Unselect Weekly guarantee 19 hours 228.00

Choose a job card... v |
Total 20 hours £0.00 £246.50

Period for report
Revoke weekly guarantee

W38 2022
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If a weekly guarantee has been granted in error, you will be able to remove it by clicking ‘Revoke Weekly
Guarantee. This will remove the weekly guarantee & restore the timesheet to its original state.

Worker Adj. Status Hours Work value Expenses Charge valug Pay value

Weekly guarantees

Total: © rows S 57.37 624.90 - 6594 _9( 0.00
Unsubmitted shifts 0 >

Demo. Dan Warehouse Operative 8.00 96.00 96.0(
Statements
Four, Jamie Warehouse Operative 8.00 96.00 96.04
Timesheets
Four, Leanne Warehouse Operative x3 4.30 51.60 51.64
Adjustments
Four, Tina Warehouse Operative 1.05 12.60 12.64

Worker ' One. Jamie Warehouse Operative x3 7.25 87.00 87.04

One. Jamie Van Driver 20.00 246 .50 246.5(

Jamie One's shifis
W38 2022 for van Driver

Hours Expenses Charge vplue

Period for report

Sun, 18 Sep 2022, 06:00 30 mins 0.00 g.50
W38 2022

mMon, 19 Sep 2022, 06:00 30 mins 0.00 .00

(] Hide historic adjustments Total worked 1 hour Lg5o

= Add historic adjustment

Weekly guarantee 19 hours 228 .00

Total 20 hours £0.00 £2’.50

Revoke weekly guarantee
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Finance

Shifts to be approved

Queried shifts

Approved shifts

WV <ly guarantees

Shifts to be approved 3 Statement TR Go to Finance > Statements

Queried shifts 0

EEEEIEBE Statements

Approved shifts
Time
Week

Weekly guarantees Hours Work value Expenses Charge value Fay value
Invo

Total: 1 rowg 20.67 248.00 24200
Site locks
WaT X _ 2438 00

Statements

Timesheets

. Shifts to be approved
Adjustments S Statements

Invoices Queried shifts

Week Job card Hourz Work value Expenses Charge value Pay value

Approved shifts

Job card ¢ Unselect Total: 616 rows 403, 414.00 4. 430,583.61 4.430,583.61 3.541 73318

Weekly guarantees

Packer -

w20 General Operative 26 weeks g 40.00 50427 - 0427 400.00 ¥

Period for report 3¢ Unselect

Supervisor PMNC 24.00 0.00 0.00 221.04

Choose a v k A

Statements
General Operative Mighis Shift - new | 22 119.00 1,558.16 - 1,559.16 1,236.54 ¥

Timesheets .
General Operative 312 1,501.25 18,214.32 - 18,214.32 14,465.18 »

Adjustments

Induction 4.00 44.40 4440 35.64

Invoices

General Operative 304375 37,195.54 - 37,195.54 2953753 »

Induction 6.00 66.60 656.60 53.46

Job card ® Unselect

This gives you past or
present timesheets where
you can review hours and

costings per job card.

A 4

= a job card. v W19 Key Op Pre Sth Apr 2021 54.00 74195 - 74196 5385.06 »

Supervizor PNC 40.00 0.00 0.00 368.40

Period for report ® Unselect
W19  General Operative 26 weeks 94.00 1,186.00 - 1,186.00 a40.00 »

week v

General Operative Nights Shift - new 107.00 1,372.79 - 137279 1,089.10 »

General Operative Nights Shift - new 9275 1,152.94 1,152.94 915.14

[ Site summary
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You can view a statement by downloading the CSV
into excel spreadsheet.

Shifts to be approved
Statements

Queried shifts

Week Job card Hours Work value Expenses Charge value

Pay value
Approved shifts

Total: 516 rows .380.62 3,062, 402.94 3,062,402.94 2. 376,515.86

Weekly guarantees

W20 Cream Production Mights G3 11.50 17515 175.15 13467
Unsubmitted shifts
W20 Despatch Days G3 101.50 1,275.89 .275.89 952.52

Statementis

Download statements..

w20 11.50 17515 17515 134 67

ESL Mights

Timesheels

w20 Milk Production Days G3 79.00 1,113 40 115 40 56015

Adjustments

w20 Milk Production Nighis G3

125.00 1,93273 932738 1,455 388

Invoices

w20 Induction 250 28 90 25 90 2228

w20 867 .36 B67 36 B67 92

Cream Production Days G3
» Unselect

@

card. - w20 Despatch Mights G3 45 43550 6,755 43 - . 755 43 5,19557

Cream Production Nights G3 1,23571 a50.05

»® Unselect

w19 Induction 13.50 156.06 156 06 12030

4

Despatch Mights G3 994 33 X .513.07 11.91547

Milk Production Days G3 3,455 93

[ Site summary

ESL Nights &7T575

Download

Blction Nights G3 5,526 96

Cream Production Days G3 1,074.59

Despatch Days G3 5.707.44

FLT Operative Nighis G3 53134

ESL Days 69119

Milk Production Days G3 4,294 69

From week W20 2021 v

To week W20 2021 A

Client on the week or weeks you require and
click on download.

Cancel
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On your finance page go to your Invoices and once you have processed the

hours you need to click on invoices.

Shifts to be approved 0
Queried shifts 0
Approved shifts

Weekly guarantees

Statements
Timesheets
Adjustments

Invoices

Worker 3 Unselect

| Choose a worker...

-

oices

| | Create invoices

Worker Job card

Total: 5 rows

Technical Author £350._

Welder £700 per day

Welder £700 per day

Utilities Specialist £68....

Hours Work value Expenses Charge value Pay value

Mot ready

Mot ready

Mot ready

Mot ready

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

DatumRFPO
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How Do | Create A Invoice?

Once you have created your invoice you will see created on the profile.

Shifts to be approved 0
¢ | Previous
Queried shifts 0
Invoices
Approved shifts
N Create invoices
Weekly guarantees

Worker Job card Hours Work value Expenses Charge value Pay value

Unsubmitted si

Total: 4 rows 19.00 0.00 0.00 18,748 45
Statements

Technical Author £350.... | Created 3.00 0.00 0.000 2,100.00
Timesheets

Welder £700 per day Created 5.00 0.00 0.00 8,030.00
Adjustments

. Welder £700 per day Created 2.00 0.00 0.00 6,020.00
Invoices

Utilities Specialist £68.... |Created 9.00 0.00 0.00 159545

Worker 3% Unselect

| Choose a worker... ./
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A manual adjustment can be entered at any time if there is a timesheet. A manual adjustment is where we
need to deduct, refund or pay a shift bonus. The correct way to process this is through a manual adjustment
and not an historic adjustment.

Click on Finance > Timesheets and search for your site.

Finance for Afpto

Shifts to be approved 8
Queried shifts 1
Approved shifts

Weekly guarantees

Unsubmitted shifts O

Statements
Timesheets
Adjustments

Invoices

Finance

hifts
Approved shifts
guarantees
Unsubmitted shifts

Stateamanls

Warehouse Operative

Warghouse Operative

[iza an Driver

-Isa Warehouse Operative

Finance

Shifits to be approved

Actom Gate - Transpor

Queried shifts 1

Actom Gate - Warehouse I

Approved shifts

Weekly guaraniees

KAM Pabarborouwgh

UAT Site

ip to Sun 25 Sep)

Argos Aberdeen Transport
Argos Aberdesn Warehouse I: Status  Hours Work value Expenses Charge value Pay value
Carlicle 9 171.03  2.058.90 - 05890 1.715.33

i £.00 96.00

1 B.28 99 40
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To add a manual adjustment, click on the worker you require to make the adjustment to and open the timesheet.

Shifts to be approved

¢ | Previous

Queried shifts
Timesheets: W17 2021 (fjom 26-04-2021 to 02-05-2021)
Approved shifts

Worker

Job card

Weekly quarantees
om 26-04-2021 to 02-05-2021)

Total: 180 rows 830 1450 168.75 - 16876 13064
Unsubmitted shifts Ad). Status  Hours Work value Expenses Charge value Pay value

- ¥ 830 14 50 168.78 168.78 130.64
[Nadir cTESWO0 Warenouse GM | 5 0 0.0 . 000 000>

5 0 0.00 0.00 000 «

Statements

Julie  CTGESWOO Warehouse GM 0.00 0.00 000 »

Timesheets

Ghulam  CTEESWOO Warehouse GM 0.00 0.00 000 » Charge value  Pay value

Adinctmante

0.00 0.00

28-04-2021

Worker % Unselect 14-00 Unsubmitted - 0.00 0.00 0.00 >
Choose a worker v K
i 29-01-2021 " Unsubmitted - 0.00 0.00 000 >

30-04-2021

Job card »¢ Unselect e Unsubmitted = 0.00 0.00 000 >

| Choose a job card... v 01-05-2021

1000 Unsubmitted = 0.00 0.00 0.00 >

Next click on

Period for report N - £0.00 £0.00 £0.00

| W17 2021 e - -
Add historic timesheet adjustment Add manual adjustment




The manual adjustment can be entered at any time, if there is a timesheet.

Shift bonus payments are for any extra pay that is a bonus, and the worker doesn’t accrue holiday pay. This

means it doesn’t go through the shift allocation but is done as a manual adjustment or a download adjustment.

Add manual adjustment

Template

Week

Milk Production Days G3

W18 2021

Type

Shift bonus

Charge amount

Description

Invoice description

Remove adjustment

£

) Charge and pay are different

Viandatory

Please select

Cancel

Go to type and click in
the box.

You will then see your
drop down and click on
shift bonus.

Next click on the
charge amount
then add the payment
amount click on the
Charge and pay are different

box and add amount.

Add manual adjustment

Template

Week

Type

Milk Production Days G3

W18 2021

Shift bonus

Charge amount

£ | 30.00

1 Charge and pay are differeny

Pay amount

£ | 2500

Description

Invoice description

Remove adjustment

viandatory

Please select...

Cance' m

DatumRFPO
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Next you need to add your description and invoice description.

Add manual adjustment Add manual adjustment

Go to Description, click
Template  Milk Production Days G3 in the bOX and type in Template  Milk Production Days G3
Week W18 2021 . Week W18 2021
what it is for.

Type Shift bonus Type Shift bonus

£
Charge amount £ 3000 Charge amount £ 3000

Charge and pay are different Last thing is to Click on Charge and pay are different
Pay amount | £ 2500 invoice description and Payamount | £ | 2500
select SRO1 from the
Description Shift Performance Bonus d r.o p d OWI‘] .

Invoice description Please select...

Descripticn Shift Performance Bonus

Invoice description SRO1

Remove adjustment Remove adjustment

If shift bonus is for supervisor check in don’t add charge amount, add in
description 'Supervisor Check In'.
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Finally do your check list before saving.

Add manual adjustment Correct Type v
Template  Milk Production Days G3
Week W18 2021

Correct Charge amount v/

Type Shift bonus

Crageamount | & 00| Correct Pay amount v/

Charge and pay are different

Pay amount £ 2500

Correct Description v

Description Shift Performance Bonus

Correct Invoice description v/

Inveice description SR0O1

Then click on

Remove adjustment
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A historic adjustment is where we have missed payment for a worker. It might be basic hours, overtime or
backpay. This is the correct way to process missing payments and not through manual adjustments.

Click on Finance > Timesheets and then search for your site.

Finance for Afto
Finance
Approved shifts

Weekly guarantees

Shifts to be approved 8

Unsubmitied shifts

Quered shifts 1

Approved shifts
Actan Gate - Transport

Weekly guarantees Shifts to be approved

Queried shifts 1 Acton Gate - Warehouse I
Unsubmitted shifts 0 Site locks o o Sun 25 Sep)
F— T — Approved shifts Argos Aberdeen Transport

- L !
S anis Warshouse Oparative T ————— Argos Aberdeen Warehouse . Status  Howrs Work value Expenses Charge value Pay value
Timesheets

Car ] 171.03 055,90 - 05800 1.715.33
Warehouse Operative Carlicle 9 1.03 2 058 2,05 15.3
Adjustments

Van Drivar KAM Patarboraugh 1 £.00 9600 - G500 #2000 »

Invoices
Warehouse Operative AT Site . 1 8.28 9940 - 95 .40 8283 3
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To add an historic adjustment, click on the worker you require to make the adjustment to and open the
timesheet.

Shifts to be approved

¢ | Previous

Queried shifts
Timesheets: W17 2021 (fjom 26-04-2021 to 02-05-2021)
Approved shifts

Worker

Job card

Weekly quarantees
om 26-04-2021 to 02-05-2021)

Total: 180 rows 830 1450 168.75 - 16876 13064
Unsubmitted shifts Ad). Status  Hours Work value Expenses Charge value Pay value

- ¥ 830 14 50 168.78 168.78 130.64
[Nadir cTESWO0 Warenouse GM | 5 0 0.0 . 000 000>

Warehouse GM 5 0 0.00 0.00 000 «

Statements

Julie  CTGESWOO Warehouse GM 0.00 0.00 0.00

Timesheets

Ghulam  CTEESWOO Warehouse GM 0.00 0.00 0.00 Expenses Charge value Pay value

Adinctmante

0.00 0.00 0.00

28-04-2021

Worker % Unselect 14-00 Unsubmitted - 0.00 0.00 0.00 >
Choose a worker v K
i 29-01-2021 " Unsubmitted - 0.00 0.00 000 >

30-04-2021

Job card »¢ Unselect e Unsubmitted = 0.00 0.00 000 >

| Choose a job card... v 01-05-2021

1000 Unsubmitted = 0.00 0.00 0.00 >

Next clck on | Ry

Total

- ~
" Add historic timesheet adjustment Add manual adjustment

£0.00 £0.00 £0.00

| W17 2021




When adding an adjustment for a historic week you must ensure you are on the week you need to pay and the
week the payment was missing from.

Job card

CT6ESWO00 Warehouse GM

£ 1164
- £901

£16.03
: £12.01

== Add rate band
Original (total)

Adjustment (total)

Original +
Adjustment (total)
Chrg.
Expenses
Pay

Worker

Historic week

Adjustment week

W16 /2021

W17 - 2021

P

Adjustment week is the
current week that you are

<

Cancel

payrolling.

Historic week is the week you
need to pay the worker.

Click on the relevant week for
the Historic Adjustment.

DatumRFPO




Next, we need to add the rate band which will bring up charge rate and the pay rate for processing the hours.

You must ensure a charge rate is processed and not just a pay only.

Job card Historic week Adjustment week

CT6ESW00 Warehouse GM W12/2021 W17 - 2021

the charge rate.

Rates

Chrg: £ 1164

£9.0

Pay:

H- Add rate band

Original (total)

Adjustment (total)

Original +

AdjUstment (total) 0 ] 725 7.25 7.25 7.25 0 29

Chrg. £/000 |£(/0.00
Expenses

Rates

chrg: £ 1164

< Add rate band

Now add the difference of the
charge rate and the pay rate. You
can work this out by the difference
between the New Pay Rate and Old

Pay Rate. Then do the same with

DatumRFPO
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Now we have added the charge and pay rate difference, we now need to add the hours in the correct day of
which the hours need to be the same as the hours for the week you are adjusting.

Job card Historic week Adjustment week

Milk Production pays G3 ddane W17 /2021 W18 - 2021

== Add rate band
Criginal (total)

Adjustment (total)

Original +
Adjustment (total)

Chrg.
Expenses

Cancel
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Once with have opened the edit adjustment section, you need to select either Missed pay (basic), Missed pay (overtime),
Adjustment rate or Adjustment Rate Overtime ONLY.

Next click on Adjusted Rate or if
overtime adjustment click Adjusted
Rate OT.

This will be on your drop down.

Job card Worker Historic week Adjustment week

CTE6ESWO00 Warehouse GM W2 /2021 * v WAT - 2021

Edit Adjustment Type

Edit Adjustment Type

Adjustment type

Adjustment type
Adjusted Rate OT

Missed pay (basic)

Missed pay (overtime)
Accommodation deduction
Adjusted Rate
Adjusted Rate OT
FLT Licence deduction
Locker Keys deduction
PPE deduction

‘. PPE leaver deduction
PPE refund
Shift bonus
Travel direct debit deduction
Workwear deduction

Workwear refund
Cancel Save

Cancel Save

Next click on the reason and

Save




We have now added all the information to save the adjustment. Next, we need to check to ensure the

information is correct.

Job card

CTBESWO0 Warehouse GM

£ 1257
Pay. £ D68
£12.13
Pay. £/1.79

+ Add rate band
Original (total)

Adjustment (total)

Original +
Adjustment (total)
Chrg.
Expenses
Pay

Worker

Correct Adjustment week of payment v/

Historic week

W12 /2021

xv“

Adustment week Correct Historic week of payment v/

W17 - 2021

Sat

Correct Charge & Pay Rate Difference v/

Correct Hoursv’

Adjusted Rate

Correct reasonv’

Then click on m

below message appear.

Adjusted Rate is used if the pay rate is below NMW, please use Missed Pay for pay

rates above NMW (above minimum rate on the job card)

If you have inputted anything
incorrect you will see the

X

DatumRFPO
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The Adjustment has now been processed and there are two ways of finding the adjustment.

The first one is allocated on the timesheet A When you open the timesheet, you will
see the adjustment.

Shifts to be approved
¢ Previous

Queried shifts
Timesheets: W12 2021 (from 22-03-p021 to 28-03-2021)
Approved shifts

Worker: Zeray /e ray shifts
Weekly guarantees W12 2021 for Milk Production Nights G3

Worker Job card Adj. Status ours Werk

Unsubmitted shifts

Status Hours Expenses Charge value Pay value
Total: 3 rows

\

Statements

21-03-2021

7era Milk Production Nights G3 A
Y g 18:30

Approved 11h 30m 0.00 184.81 142.03

Timesheets

Zeray Milk Production Days G3 Manual adjustment

Historic fimesheet (created by Lisa 16775 12881

Adjustments
Zeray ESL Nights

Invoices
Total 11h 30m £0.00 £352.56 £270.84
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How To View The Adjustment In Adjustments?

The second way is to go to timesheets and on the left side you will see adjustments.

Wer«ly guz rantees When you open the timeSheet, you will
A .03-2021) see the adjustment. If required, you can
QUErEd s adjust from here by clicking

Statemer s Charge value Pay value
Edit histonc timesheet adjustment

Shifts to be approved

Approved shifts

Timesheets 16775 12881
Weekly guarantees

Invoices

Unsubmitted shifts

3 Shifts to be d
Slatements SR Adjustments: W12 2021 (from 22-03-2021 to 28-03-2021)

Timesh¢ " Queried shifts

Worker Job card Charge value Pay value

Adjustments Approved shifts

Total: 1 rows 167.75 128.81
Weekly guarantees

Invoices

Zeray Milk Production Nights G3 167.75 12881 »

Unsubmitted shifts

Adjustments: W12 2021 (from 22-03-2021 to 28-03-2021)
Statements

Worker Job card Charge vajue Pay value

Timesheets

Total: 1 rows 1675 128.81

Adjustments

1675 12881

Kbrom, Zeray Milk Production Nights G3

Invoices ; X0 i
Historic timesheet adjustment breakdown Vidw timesheet

Week Charge Pay

Week 07 2021 167.75 12SV x

Edit historic timesheet adjustment
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HISTORIC ADJUSTED
MISSING HOURS
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An historic adjustment is where we have missed payment for a worker. It might be basic hours, overtime or
backpay. This is the correct way to process missing payments and not through manual adjustment.

Click on Finance > Timesheets and then search for your site.

lients Wo

Shifts to be approved
i \
Finance for Afpton Gate - Wareh (s .
cy_1 Admin
Approved shifts

Weekly guarantees
Shifts to be approved 8

Finance for |

Unsubmitted shifts I:Sea':h for sites

Queried shifts 1
Statements HQ
Approved shifts
Timesheets
Worker Shifts to be approved
Invoices
Total: 23 row Queried shifts 1

Acton Gate - Transport
Weekly guarantees

Acton Gate - Warehouse

Unsubmitted shifts 0

Statements
Timesheets
Adjustments

Invoices

Site locks
viarehouse Operatve

Warehouse Operative

Warehouse Operative

\fan Driver

Warehouse Operative

Approved shifts

Weekly guarantees

Unsubmitted shifts 0
KAM Peterborough

Statements
AT Site

Timesheets

Argos Aberdeen Transport

Argos Aberdesn Warehouse

Carlisle

p to Sun 25 Sep)

J. Status

9 171.03  2,053.90

2.00

8.28

2,058.90 171533

96.00

99.40

20.00

82.83
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To add an historic adjustment, click on the worker you require to make the adjustment to and open the
timesheet.

Shifts to be approved
¢ Previous
Queried shifts
Timesheets: W17 2021)(from 26-04-2021 to 028 |

Approved shifts Queried shifts

Approved shifts

Worker Joh ca!ﬂ Al --_ Worker Job card
Weekly guarantees Weekly guarantees it o

< Previous

Timesheets: W17 2021 (from 26-04-2021 to 02-05-2021)

Total: 180 rows 830 14.50 168.78 = 168.78 130.64

Total: 180 rows _Nadir CTBESWOO Warehouse GM 5 0 0.00 - 0.00 000 ~
- 2 Statements
Unsubmitted shifts > Nadi shifts
Timesheets W17 2021 for CTEESWOO Warehouse GM

Nadir CTBESWOO Warehouse GM

Adjustments

Statements invoices 25-04-2021
Jule  CTGESWOO Warehouse G foo Uneomies :

Worker % Unselect FE00202T Unsubitted . 0.00 0.00 0.00

Status Expenses Charge value Pay value

Timesheets

| Choose a worker.. - 29-04-2021

Ghulam  CTGESWO0 Warehouse GM i 1400 Hnsubmitied - 0.0 .00 .00

. 30-04-2021 .
Adinctmante Job card % Unselect 14:00 JOENERIIED - ney L L

| Choose a job card » 01-05-2021
h B 10:00

Unsubmitted - 0.00 0.00 0.00

Period for report Total = £0.00 £0.00

. | W17 2021 ] istoric timesheet adiu-~
N eXt Cl Ick 0 n R —— adjustrnent Add historic fimesheet adiu~tment Add manual adjustment
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When adding an adjustment for a historic week you must ensure you are on the week you need to pay and the
week the payment was missing from.

Job card Worker Historic week Adjustment week

Adjustment week is the
current week that you are
payrolling.

CTEESWO0 Warehouse GM W16 /2021 W17 - 2021

Rates

Chrg: £ 11.64 . . .
N 001 Historic week is the week you

Chig: £ 16.03 need to pay the worker.
Pay: £ 12.01 : : N N N N
4 Add rate band Click on the relevant week for

. the Historic Adjustment.
Original (total)

Adjustment (total)

Criginal +
Adjustment (total)
Chrg.
Expenses
Pay




Next, we need to add the rate band which will bring up charge rate and the pay rate for processing the hours.
You must ensure a charge rate is processed and not just a pay only.

Job card Historic week Adjustment week

and the pay rate.

CTEESWO0 Warehouse GM W12 /2021 W17 - 2021

Rates

Chrg: £ 1164

£9.01

| <= Add rate band

Original (total)

Pay:

Adjustment (total)

Criginal +
Adjustment (total)

Chrg. £(0.00 |£[000 |£(000 |£[0.00

Expenses

clonn e lemon e mn Rates
Pa}' £10.00 £ (000 £ {000 £ 000

£11.64

Chrg

+ Add rate band

Now add in the charge rate

DatumRFPO
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Now we have added the charge and pay rate we now need to add the hours in the correct day of which the hours
were missing.

Next, click on Missed pay and
add in the reason (if missed
pay (basic) you don’t need to
click and change).

Job card Worker Historic week Adjustment week

CT6ESWO00 Warehouse GM W12 /2021 WAT - 2021

Rates

This will then bring up a drop
down to select reason.

Chrg: £ 11.64

£ 9.01

Pay:

Chrg: £]11.64

£19.01

Pay:

<4 Add rate band

Please correct thg errors listed below:
One or more of the rate rojvs has no hours assigned yet

Criginal (total)

Adjustment (total)

Edit AdjustTent Type
Criginal +

Adjustment (total) 0 7.25 7.25 7.25 7.25 7.25 0 36.25

Ch[g £10.00 £10.00 £10.00 £10.00 £10.00 £10.00 £10.00 £ 0.00 AdeStment t‘fpe

Expenses Missed pay (basic)

Pay £0.00 £(0.00 £(0.00 £10.00 £/0.00 £0.00 £(0.00

Invoice description

SRO1
Cancel
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How To Add In Standard Rate Information?

Once you have opened the Edit Adjustment you need to select either Missed pay (basic), Missed pay (overtime),
Adjustment Rate or Adjustment Rate Overtime ONLY.

Job card Historic week Adjustment week Next click on the reason and

CT&ESWO0 Warehouse GM W2 /2021 x - W17 - 2021

Save

Tue We nu

Edit Adjuilment Type

m— —1 -} Edit Adjustment Type

Missed pay (basic)

Missed pay (basic)
Missed pay (overtime) ) 29
Ac;ommodation deduction Adjustme nt WPE
Adjusted Rate ! 7
Adjusted Rate OT . .
FLT Licence deduction _ Missed pay (overtime)
Locker Keys deduction | o
PPE deduction

. PPE leaver deduction ; - i o
PPE refund _ _ Invoice description
Shift bonus | J
Travel direct debit deduction
Workwear deduction | SRD1
Workwear refund
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We have now added all the information to save the adjustment. Next, we need to check to ensure the
information is correct.

Correct Adjustment week of payment v/

Job card Worker Historic week Adjustment week

Correct Historic week of payment v/

CTEESWO00 Warehouse GM W12 /2021 W17 - 2021

Correct Charge & Pay Rate v/

£ 1164
£ 901 i )
| . I Correct Hoursv’

£9.01

= Add rate band

S Correct reasonv’
Adjustment (total)

clEe : : : : Then click on m

Chrg.
Expenses
Pay

If you have inputted anything
incorrect you will see the

below message appear.

Adjusted Rate is used if the pay rate is below NMW, please use Missed Pay for pay

rates above NMW (above minimum rate on the job card)




The Adjustment has now been processed and there are two ways of finding the adjustment.

The first one is allocated on the timesheet A

Shifts to be approved
¢ | Previous

Queried shifts
Timesheets: W12 2021 (from 22-03-

Approved shifts
Worker. Zeray

Weekly quarantees

Worker Job card

Unsubmitted shifts

Total: 3 rows

Next

P021 to 28-03-2021)

Zeray shifts
W12 2021 for Milk Production Nights G3

Adj, Status

Statements

Status

Zeray Milk Production Nights G3 A

21-03-2021

Timesheets

Zeray Milk Production Days G3

Adjustments

, Zeray ESL Nights

Invoices

1830 il

Manual adjustment
Historic timesheet (created by Lisa

11h 30m

DatumRFPO

When you open the timesheet, you will
see the adjustment.

Expenses Chargevalue Payvalue

0.00 164.81 142.03

167.75 128.81

Total

11h 30m

£0.00 £352.56 £270.84




How To View The Adjustment In Adjustments?

The second way is to go to timesheets and on the left side you will see adjustments.

Finance for

Shifts to be approved

Queried shifts
Approved shifts

Weelkly guarantees

Unsubmitted shi s

Statements

Timesheets
Adjustments

Invoices

Shifts to be approved
Queried shifts
Approved shifts
Weekly guarantees

L 1submitted shifts

Worker Sta.ements
Total: 1 roul Timesheets
Invoices

Site locks

Site level approvals

Shifts to be approved

Queried shifts
Approved shifts

Weekly guarantees

Unsubmitted shifts

Statements
Timesheets
Adjustments

Invoices

Adjustments: W12 2021 (from 22-03-2021 to 28-03-2021)

Worker

Total 1 rows

Job card

167.75

ue Pay value

DatumRPO

When you open the timesheet, you will
see the adjustment. If required, you can
adjust here by clicking

Edit historic timesheet adjustment

128.81

Zeray

Milk Production Nights G3 167.75

128.81

Adjustments: W12 2021 (from 22-03-2021 to 28-03-2021)
Worker Job card
Total: 1 rows

Zeray Milk Production Nights G3

Charge vaIuJ Pay value

167.7. 128.81

167.7 12881

Historic timesheet adjustment breakdown

Week

Week 07 2021

Viewd timesheet

Charge Pay

\
167.75 128.81 »®

Edit historic timesheet adjustment
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SITE LOCKS
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DEADLINE FOR LOCKING SITES IS:
MONDAY
2PM

If you don’t lock or advise of an issue the site will be locked for you which
could result in workers not being paid.
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Site Locks is the final process before you complete payroll. Once you lock the site you are not able to do anything
if you find something wrong. It is important that you do your checks before finalising.

Go to Finance and back to your

You need to check your hours and
timesheet page.

charge rates match.

e Finance <lients

Shifts to be approved

Site locks T S —

< Previous

Queried shifts
Timesheets: W18 2021 (from 03-05-2021 to OQ-V—?OZ‘I)

Approved shifts Approved shifts
Weekiy " Worker Job card Adj. Status
eekly guarantees

Neakly auaranteas
1“*—‘9'('_'! guarantees Total: 4 rows o 111.50 1.314.25 1.314.25 1,162.25

Period

o : chif A, Test7Gs9A slJobCardTestEbda406 27.25 302.00 302.00 274.7T5
Unsubmitted shifts

Statements
W37 2022 (12 Sep) A, Test7689Sha... sllobCardTestEbdad06 22.00 202.00 202.00 220.00
2 atama Timesheets
Statements £, Test 7689 VS. . slJobCardTestEbda406 22.50 252.00 252.00 229.50
Adjustments

Client

" _ _ Kxjkkyxnmi, Test slJobCardTestEbda406 33.75 452 .25 452 25 37T8.00
Timesheets Crlers

-- All clients -- Tt
nvoices Unselect

Site Site locks

Unselect

-- All sites -

Choose a job car

UAT Site Period for report

[CJ Only unlocked ) W18 2021
Warehouse Operative

[ Only sites with pay adjustments + Start or stop times are missing

[ Hide historic adjustments

-+ Add historic adjustment
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Where To Find Period (Week), Division And Client?

Next you will need to add your Period. This is the week of payroll you are processing, division which your client
sits under and then find your client.

Site locks
Site locks
Period .
TestClien _
Week 18 2021 (3 May) Site locks
: Period . .
| Q| TestSiteRro TestGliéhtCixhhsla
Get report [ Week 18 2021 (3 May) v |
Week 19 2021 {10 May) - TestSiteRrol670 / READY Period Test tCixhhsl
S e est@ientCixhhslaon
Week 18 2021 (3 May) vision { [ Week 18 2021 (3 May) v
Week 17 2021 (26 Apr) Driving a HeftSiterlt:arolsm /READY TO LOCK
Division Get report
Week 16 2021 {19 Apr) Q |
Drrivi v
Week 15 2021 (12 Apr) Agriculture - ( Oriing
Week 14 2021 (5 Apr) Automotive / Manufacturing Client
Week 13 2021 (29 Mar) Brightwork TestClientCixhhslaon ‘
Datum Q ‘
Week 12 2021 (22 Mar) m SIAFFLINE GRUUF FLL N
Week 11 2021 (15 Mar) Express Superdrug Stores plc
Wesk 10 2071 13 Mar v Food Switch International
- : Tesco - D1TAV
Logistics Food TESCO -DITS
Logistics Non-Food TESCO DIDCOT - D1TD
| Omana ] Tesco Distribution Centre

Tesco Hinc:_kleguI
Tesco lichfield - D1TL

TestClientCixhhslaon -
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Click on get report and this will then generate a CSV report.

The report will show you

Site locks Worker, Workers ID, Job Card, Hours,

Pay Rate, Charge Rate, Total Pay and
Total Charge.

Period

TestClientCixhhslaon
Week 18 2021 (3 May)

TestSiteRrol670 / READY 10 L0 This will enable you to do a final check
before locking your payroll.

Division

Driving

Client

TestClientCixhhslaon

Employer Division Cansultar Candidats Original | Candidzte Candidats Employme Week Star Week End Client Orclob Projec/ob 1d  Job Ref Job Type Timeshept Hours Wefime Rate Rate Cod{ Pay Rate Charge R@Customer Customer Pension C Aporentic Holiday A Invoice | (iEnt cloc
i 0R 17408 BAE+0B D.AE4B Test7680:A PAYE 07T 107 636408 sllobCardDriver 6440 28 PASE RATY 10 11y 63E08 testsiterr | 1 2BBasicpy 280 308
8 0R 17E408 63E408 63Es0B Test  Kjkleywnn PAYE 0T 2T 10T 63608 sllobCardDriver ~ 6.4F4]) 27 BASE RATY 1 13 6.3E+08 testsiterrc | | 28 Basicp o il
i 0R 176408 B3EHB 63408 Test  Kojkkyunn PAVE 07 20T 107 636408 sliobCardDriver ~ 64E408 675 T RATE N 12 15y 6.3E408 testsiterre | | GDvertimal il 10125
i 0R 17408 BAE+0B D.AE4B Test 7680 A PAYE 07T 107 636408 sllobCardDriver 6440 15 ASE RATY 10 11y 63E08 testsiterr | 1 2BBasicpy 180 198
8 0R L7E408 6.4E:08 B.AE0R Test 7680 A PAYE 07T 2T 10T 6.3E:08 sllobCardDriver ~ 6.4F4]) ST RATE N 1 121 6.3E+08 testsiterrc | | 0 Overtimg 495 5
i 0R L7E408 6AE40R B.AE40R Test7089/A PAYE 07 20T 107 636408 sllobCardDriver  6.464) 6.3E408 testsiterre | | 28 Basicp 500
i 0R L7E408 6AE408 B.AE4(0B Test76R9/A PAYE 07T 2T 107 63608 sliobCardDriver  G4E408 225 DT RATE N B.3E+08 testsiterr | | 0 Overtimg 2475 )
116225 131425
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You are now ready to lock your site. The final stage is to add in PO if required. There are also
options to add to job card or worker.

You can now lock your site.
PO for week 18 af 1estSiteRrol670

Customers usually need a Purchasq Order (PO) number to approve weekly spend, and
automate payment

Job cards Workers

TestClientCixhhslaon

1 a4

Enter Purchase Order details

TestSiteRrol670 / LOCKED
|

@ PO number is not required

() PO number for the whole site

) PO number for each job card

() PO number for each worker

The site will go from lock to unlock.

It is forbidden to unlock a site and will not allow you to do so.
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WORKER OVERVIEW
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MANAGE WORKER



DatumRFO
How To Fill Out The Workers Details?

Enter the worker's type. You need to select worker here.

Driving role

Mon-drnving role

Dinving role

Freet coae e : Select the role from the dropdown.

First name

Last name

C Female
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Enter the candidate’s name here. ‘First name’ and ‘Last name’ must be completed, but ‘Middle
name’ is optional.

Managed workers New wo

New worker details

o woner Enter gender here.

O Partner agency worker

Role Driving role

Projeciicode | Please selecl

B*an[:h Please select

First name

Middle name

Last name
Gender ) Male /

() Female

Email address

Please note - if you add an email the worker will be sent a login for Staffline Universe.

Mebile number +44 - -

] Men-UK mobile mumber

First note




Managed workers New worker

MNew worker details

Role

Project cods

First name

Middle name

@ Worker
' Pariner agency worker

Driving role

Please select

Please select

r O Male

1 Female

Email address

Please nofe - if you add an er

a4 S

[ Mon-UK mabile number

will be sent a login f

or Staffline Universe,|

DatumRFPO

Enter their mobile number.

Maebile number +44 o

] Mon-UK mobile number

If Non-UK mobile number, please
tick the box.

If you required to add any notes
add in the First Note section

Finally press on the right hand
corner to create new worker.
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Next, we need to complete the about you section, add date of birth and nationality.

Under notes on the top right, you
will notice a message stating
'Onboarding email sent'.

First name

Middle name

Last name Test)

Diate of birth Day Maonth e ﬁl - Add photo
Gender ) Male Photo for facial
g rescognition @
® Female Add photo

M ationalify ) British /

O Other

Send compliapeg ¥ Message worker

Save

Tina Monday 19th April 2021 17-13 X
Onboarding email sent.

Add a note. .

Prospect level: Open
First name

Middle name



Once a section is completed, the profile percentage will
start to decrease until it reaches 100%. Underneath
the profile percentage, it will also show issues that are
outstanding with the profile.

The following sections will need to be completed so that
the registration percentage reaches 100%, this way the
worker can then be made compliant.

DatumRFPO

This profile is

> 40+

complete

- Registration issues
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Contact details need to be verified, this will be through email and text message. If the worker doesn’t
confirm email address, you can skip for 30 days while you get the worker to confirm.

Contact details

Email address 1234568789887 @staffline.co.uk

Change email address

y

Skip email confirmation for 30 days

Mobile number +44 07888-777-444
) Non-UK. mobile number

We will use this number to send you text messages about the shifts you are working
on.

Sawve and verify the new number

An SMS will be sent to this number.

Secondary contact number
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To complete the address, you can manually add in all the information or add in the post code which will
give you a drop down to find the number of the house/road.

Post code
Required

Iceland

Address line 1
Required

Address line 2

Address line 3

Address line 4

Address line 5

City/Town
Required

County

Do you want to work in another location?

Norway

United T

Kingdom \
Ireland . Poland _
-Germany %

_Ay‘slna 5 :
France £, g+ e—1>

WMap data ©@2021

Once the address has
been found press enter
and this will fill out all
the slots.

The worker can also be
added to — Do you want
to work in another
location,
click 'Yes' or 'No'.



Go to Licence, Tacho and CPC on the left-hand side of the worker's profile.

Personal information
Licence, tacho & CPC
Skills & experience
Documents

Bank details

Linked job cards
Shift patterns
Site assessments
Local sites

AWR
Agreements
Timesheels
Profile changes
Statistics
Applications history
Change email

Contact preferences

Your licence

Country of issue

First name on licence (if not Tina)

Licence number

|ssue number

Date of issue

Date of expiry

® United Kingdom

) Other

This is the 2-3 characters found at the end of

d space

Day || Month

Day + || Month

W Year W

v | Year w

he long licence number, separated by

DatumRFPO

Please fill in the following
information:

Add in the country of
issue. Follow the UK
guidelines for licenses. If
other use the dropdown
to select the country.

Entre the full name on
the Licence.

Enter the Licence number
on the driving Licence
card
Enter the issue number.

Date of Issue.

Date of Expiry.



Licence categories

To add a category, click
on to the category that
appears on the licence.

Licence categories

Then enter the valid date
from and to.

Click on save changes.

DatumRFPO




Licence endorsements

Add

endorsement...

If a worker has any endorsements
on their licence, you need to make
sure you add them to Universe. To

Add endorsement.. v

Add en
AC10-
AC20-
AC30-
BA10-
BA30-
cD10-
cD20-
CD30-
CD40-
CD50-
CD60-
CD70-
CD80-
CDI0-
cu10-
cu20-
CU30-
Cu40-
CUs0-

dorsement..

Failing to stop after an accident

Failing to give particulars or to report an accident within 24 hours

Undefined accident offences

Driving while disqualified by order of court

Attempting to drive while disqualified by order of court

Driving without due care and atfention

Driving without reasonable consideration for other road users

Driving without due care and attention or without reasonable consideration for other road users
Causing death through careless driving when unfit through drink

Causing death by careless driving when unfit through drugs

Causing death by careless driving with alcohol level above the limit

Causing death by careless driving then failing to supply a specimen for

Causing death by careless, or inconsiderate, driving

Causing death by driving: unlicensed, disqualified or uninsured drivers

Using a vehicle with defective brakes

Causing or likely to cause danger by reason of use of unsuitable vehicle or using a vehicle with parts or accessories (excluding brakes, steering or tyres) in a dangerous condifion
Using a vehicle with defective tyre(s)

Using a vehicle with defective steering

Causing or likely to cause danger by reason of load or passengers

® N0

Modules passed | Please select .

find your endorsement click on the
drop-down arrow to review the
dropdown list.

Once you have entered
the reason you will need
to fill out the dates of
offence.

DatumRFPO
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Failing to give particulars or to report an accident within 24 hours

v| [ Marcn Add the date of the offence

6

The points issued

Total points: &

| Add endorsement.. vl < If required add any additional endorsements.

Once completed press save change.
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— Now we need to complete the Tacho part, if
Doyouhold a Tacho card? () vas required click 'Yes'.

® No

Your Tacho

Do you hold a Tacho card?

Next, we need to add in the Tacho number and
expiry date.

Tacho card number

Tacho card expiry Day | Month w0 Year w

Once completed press save changes.
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Your CPC/ DQC

| Now we need to complete the CPC/DQC
Do you hold.a DQC (Driver () veg . . . ' '
Qualfcaton Card)2 part if required click on 'Yes'.

® No

Modules passed Please zelect...

Your CPC / DQC

Do you hold a DQC (Driver
Qualification Card)?

Add in the DQC number and expiry date.

DQC number

DQIC expiry Day | Month w0 Year W

Once completed press save changes.



To validate the workers Licence And Tacho, you will need to click onto each one and validate.

Validations

Comment

Driving licence - - : - Click on update.

Tacho card

Create validation

Pass the worker.

If you click fail the worker
will not be able to be placed
out into work. This would be

a decline in the interview

process.

Validation result

Click on
'Create
Validation record'.

Cancel Create validation record

Repeat the process on the
Tacho Card.
You will now see both sections Driving licence TinaH. 03062021
have been updated and status is
Pass.

Type By Date Comment

Tacho card TinaH. 03-06-20M

Add any comments.

DatumRFPO
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The next section to complete is the scanned document section.

Scanned documents

Documents marked il do not show when the worker accesses their profile.

Click on the section you would like
to upload DVLA checks.

DVLA check document >

DVLA check document

Digicard download > Not uploaded yef

Driver qualification card: front » Upload this document

You can either drag and drop the file
or upload from your desktop.

Diriver qualification card: back » You can drag and drop a file here... or click
to select a file.

Driving licence: front

Diriving licence: back

Tacho card: front

Scanned documents
Tacho card: back

Documents marked jili do not show when the worker accesses their profile.

DWLA check document >

DWVILA check document

Digicard download > Mot uploaded yef
Driver qualification card: front Upload this document

Click on the section and take the expiry | Filename
date from the passport/ID card. ! |

Diriving licence: back Expiry date

Day Month e Year W

Tacho card: front

Tacho card: back Upload this file (567 KB)

Once you have pressed upload this file,
you will see a padlock next to the
selected box. This means the worker
cannot delete the file.
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To complete Skill’s first select a primary skill.

If you don’t have a primary skill, click on the roles that they have experience on in their previous work history. You can
also select other skills and sub-skills.

Porcnnal infonmatinn

Skills & experience
Primary skill
Documents
Please select

Bank details

_ 5 Other skills
Linked job cards

> [ LGV driver
Shift patterns

Cl -
Site assessments o eanmng Skills
[ Hospitality

Local sites

[ QC/Inspection . .
Agreements Primary skill

Food Production

Timesheets [

(il ErEEES ) I Please select. .

Professional qualifications .
Statistics LGV driver
Assembly
Do you have an FLT gualification? Labourer
Cleaning
Change email ‘ Facilities
Food Production [ Facilities Food Production
Hospitality
Machine Operating ] Machine Operating [ Packing
Packing
QC/Inspection [] Warehouse OP/Order picking [] Fork Lift Truck Driver
Warehouse OP/Order picking
Fork Lift Truck Driver

] Assembly 1 Labourer

Contact preferences

This profile is Your employment history

You haven't added any employment histo

91

== Add an employer

let i
L] b You can always add more employers later Sub-skills

Food Production [] Butchery

Once added press save changes.




To complete professio

If yes is selected, an additional box will appear with FLT qualification provider and FLT qualification date.
Insert the license from the drop down and input the most recent qualification date or refresher date.

Professional qualifications

Do you have an FLT qualification? | () yes

nal qualifications, select whether you have an FLT license or not.

Professional qualifications

have an FLT qualification?

) No

FLT qualification provider Please select...

Please select ..
- AITT
FLT qualification date CITB -

CPCS
ITSAAR refresher date
NOTLS
NPORS
RTITB

Professional qualifications

Do you have an FLT qualification?

FLT gualification provider

FLT qualification date 1 v || February ~ | 2021 ~

Your most recent qualfication date, or refresher date

Once added press save changes.

DatumRFPO




To validate the skills section of a worker's profile, you will need to click on each one to validate.

Validations

Type Comment Status

Professional
qualification

Work positions

Create validation

Validation result

Pass the worker.

If you click fail the worker will
not be able to be placed out into
work. This would be a decline in

the interview process.

Repeat the process on the work positions.

You will now see both sections have been updated

Cancel

Validations

Type

Professional
qualifications

Create validation record

By Date Comment

Tina H. 2104201

Add any comments

Click on
'Create

Validation record'.

Status

Pasg

and the status is Pass.

Work positions

Tina H. 2104201

Pasg

DatumRFPO
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This is the same process as validating the skills section, but you will have to do your check list before you click pass.

Validations

Click on update for
Type personal information and
employment status.

Personal information

Employment status

Create validation

I can confirm the following:

= All agreements have been completed and signed by the worker such as Key facts document . . . . . .
for PAYE workers When confirming the validation of the worker you are confirming the

= The eriginal right to work documents have been verified and uploaded.

« The worker has provided proof of their right to work in the UK f | I H

= The ID doesn't appear to be forged or tampered with ' 0 OWI ng'

s The ID photograph matches the worker name, DOB and appearance

= The bank account details, telephone number and email address have been verified.

= Evidence of their student status and term dates has been uploaded (if worker holds a student
visa).

The worker's right to work 2021-04-21

documentation supporting the
above statements was verified on

Validation result

Comment

One happy, you can pass the worker, add a comment and then select 'Create

i < validation record'.
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The last requirement to enable you to place the worker onto an Induction is to confirm if the right to
work check outcome adheres to company policy.

Eligibility for work

Please confirm if the right to work
check outcome adheres to

Optional for now, but will be required before you can apply for a shift (except for NI number which is not required)

Please confirm if the right to work

check outcome adheres to ‘::I Cﬂmpa"y PE"“:E]'r O NU

Company Policy

. Tina (test)'s profile Compliant 14:08 22/04/2021] 1 note~ || i Message worker : ' 1
Once you have click i you click on "No"you
on 'Yes' you will see at will see at the top of
y Personal information the page the Worker
the top Of the page Skills & experience Wl” haVe
. First name
the worker will turn Documents failed compliant.

Bank details Middle name

compliant.

Linked job cards
Last name

Faled compiiance 14:16 22042021 | Send compliance request

Shift patterns.

Date of birth 1 ~ || January v 2000 w

Site assessments
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LINKING A WORKER TO
A JOB CARD



Open Universe go to workers and then search for your worker in the search bar.

Workers R

Managed workers

Managed workers + Create new worker

Working time

Once you have searched for
your worker click on
their name to open.

Agency worker regulations

All 35 : Region

Prospect Assessments @

Registration i il Wi
egisiration issues Arkil, Witty Mitton Keynes v v ’

Invalidated workers 0
nvalidated workers Company, Chris

Assessment request 0

Cutten, Andy
4 Create new worker

Not linked to job cards
Demo, Dan

Onboarding 12

Four, Jamie | Al e

me Branch Registration Agency Prospect Assessments @

Registration issues

{Test), Tina RV

Four, Leanne

Invalidated workers 1

Assessment requests 0

Four, Tina
Not linked to job cards

Onboarding 1
On site registrations 0

Compliance 0

Search  tina Test

DatumRFPO




DatumRFO
How To Add And Link Job Card?

Managed workers 4 Create new worker

Click on add
another job card.

All 4821k Name Branch Registration Agency Prospect Assessments @

Registration issues (Test), Tina ~ Open

Invalidated workers 152.5k

Registration status: Registered +
T( Linked job cards

Assessment requests 2.3k
Not linked to job cards

No job card linked.

Onboarding 377.3k

1eng Tina (Test) :
<4 Add another job4%&ard
On site registrations 110.4k

Compliance 55.8k Email
X

Mobile
+44 (0) 7654321000 ¥
760062696

Prospect status » Unselect = Message Q Locate

v




How To Link A Worker To Job Card In sections?

Click on organisation and add your site.

Link to a job card

Organisation

| ARGOS Home Delivery DHL

Site

| — Al sites —

Next allocate the job card.

Link to a job card

Organisation|

| ARGOS Horpe Delivery DHL

Site

| Argos Aberdpen Warehouse

Job card

— All job car¥s —
I

Warehouse Operative

Next click on Site.

Link to a job card

Organisation

[ ARGOS Home DNjlivery DHL
\

Site \

— All sites — \

I \

Acton Gate - Transport
Acton Gate - Warehouse
Argos Aberdeen Transport
Argos Aberdeen Warehouse

Cancel )
Carlisle

Finally click link to add the job ¢

Link to a job card

Organisation

| ARGOS Home Delivery DHL

Site

| Argos Aberdeen Warehouse

Job card

| Warehouse Operative

Cancel

DatumRPO
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You can now see your job card is linked to the worker. Click on add another job card to repeat the process if
required.

Workers

Managed workers

-}= Create new worker

All 35 Name Registration A Assessments ©

Registration issues Arkil, Witty

Invalidated workers 0

Ré&gistration status: Rggistered 1 noteNote ~
Assessment request 0 m

ked job cards «

Witty Arkil x
[

i} Warehouse Operative ARGOS Home Delivery DHL -
Email Argos Aberdeen Warghouse)

Not linked to job cards

Onboarding 12

warkil2@patch.com >
Mobile = Packer (ARGOS HojJne Delivery DHL - Argos Aberdeen
3¢ Unselect +44 (0) > Warehouse)

DatumRPO ID
661098441 = Add another job card

Prospect status

v

¢ Unselect & Message Q Locate

You can also repeat this process on the workers profile!
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UNLINKING A WORKER



Open Universe go to workers and then search for your worker in the search bar.

Workers R

Managed workers

Managed workers + Create new worker

Working time

Once you have searched for
your worker click on
their name to open.

Agency worker regulations

All 35 : Region

Prospect Assessments @

Registration i il Wi
egisiration issues Arkil, Witty Mitton Keynes v v ’

Invalidated workers 0
nvalidated workers Company, Chris

Assessment request 0

Cutten, Andy
4 Create new worker

Not linked to job cards
Demo, Dan

Onboarding 12

Four, Jamie | Al e

me Branch Registration Agency Prospect Assessments @

Registration issues

{Test), Tina RV

Four, Leanne

Invalidated workers 1

Assessment requests 0

Four, Tina
Not linked to job cards

Onboarding 1
On site registrations 0

Compliance 0

Search  tina Test

DatumRFPO




You can either go into the workers profile or click on the linked job cards.

All 35

Registration issues
Invalidated workers 0
Assessment request 0

Not linked to job cards

s Workers Reporis

<+ Create new worker

On the left of the
workers profile, select
'Linked job cards’.

Region Prospect Assessments @

Milten Keynes v v 4

1 noteNote =

Registration status: Registered ¥

Otherwise you can

Linked job cards « .
remove from this page.

Onboarding 12
nboarding Wity Arkil

Email
warkil2@patch.com $¢
Mobile
+44 (0) 7147053599 3¢

DatumRPQ ID
661098441

Prospect status » Unselect

Please select.. v

Warehouse Operative (ARGOS Home Delivery DHL -
Argos Aberdeen Warehouse)

Packer (ARGOS Home Delivery DHL - Argos Aberdeen
Warehouse)

+ Add another job card

DatumRFPO
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How To Unlink A Worker From Job Card?

Click on the arrow.

Name Branch Registration Agency Prospect Assessments @

(Test) Tina v open v It will then drop down to show

you

Registration status: Registered ¥ 1 note »
Linked job cards % Unlink job card
Warehouse Operative (ARGOS Home Delivery DHL - : ' : . 1
Tinia (Test) BT vl Click on the 'Unlink job card'.

Email Packer (ARGOS Home Dﬂfvofy DHL - Argos A Name Branch Prospect Assessments @

A
test.co.uk x \‘yaehwse)
Mobile (Test), Tina v Open

+44 (0) 7654321000 ¥
o Add anothec jcb card Registration status: Registered + 1 ote ~
Linked job cards «

Warahouse Operative (ARGOS Home Delivery DHL -
Tina (Test) Argos Aberdeen Warehouse)

® Unlink job card
X

Iobile < Add another job card

760062696

= Message Q Locate

+44 (0) 7654321000 %

760062696

™ Message Q Locate



Click on the unlink and it will remove the linked job card.

Unlink job card

Do you really want to unlink Witty from Warehouse Opgrative?

This should be completed
every time you stop using

a worker or you make
Cancel
them a leaver.

Nal

me Branch Registration Agency rospect Assessments @

v Open v

Registration status: Registered +
Linked job cards «

No job card linked.

(Test), Tina

Tina (Test
B < Add another job card

DatumRFPO
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WORKING TIME



DatumRFPO

Go to Workers>Working Time

=nts Workers

‘ Managed workers

Organisation 3 Unselect

Working time

Working time

Agency worker regulations

Search

05 Sep 06 Sep 07 Sep 08 Sep 09 Sep 10 Sep 11 Sep 13 Sep 15 Sep
: : i LA 5 X 2 2 e T Last 12 days
(Mo) (Tu) (We) (Th) (Fr) (Sa) (Su) (Tu) (Th)

Worker

Arkil, W 12 hours 2 mins 12h 2m
Company, C

Cutten, A 10 hours

Demo, D & hours & hours

Four, J

Four, L

Four, T

Gillmore, D
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You can type in the
workers name and search

Workers
You can view from
Working time | : 2 to 16 days

Search

055%p 06%p O7TSep 08Sep 09Sep 10 Sep 11Sep 125%p 13 Sep 15 Sep
; 3 DY S % 3 . ] ] o Last 12 days
(Mo) (Tu) (We) (Th) (Fr) (5a) (Su) (Mo) (Tu) (Th)

Worker

Arkil, W 12 hours 2 mins 12h 2m
Company, C
Cutten, A 10 hours
Demo, D & hours & hours
Four, J
Four, L

Four, T

Gillmore, D

Workers Names



Days/Dates

Organisation 3 Unselect

Working time

Find Your
Client

Workers

Search

05Sep 06Sep 07 Sep 03 Sep
(Mo} (Tu) (We) (Th)

09 Sep 10 Sep 11Sep 125%p 13 Sep
(Fr) (5a) (Su) (Mo) (Tu)

15 Sep
(Th)

Last 12 days

v

12 hours

Company, C

Cutten, A 10 hours

Demo, D

Four, J

Four, L

Four, T

Gillmore, D

Hours for
the day

2 mins

& hours

& hours

12h 2m

DatumRFPO

Total hours for the
days you have
showing



DatumR~O

AGENCY WORKER
REGULATION



Go to Workers > Agency worker regulations.

Agency worker regulations

Hide inactive
(] Hide gualified

Norkers 4+ : 21
Arkil, W
Cutten, A
Meruvie, L
COneworker, A
Rowatt, U
Wormleighton, K

Worvill, M

22

W37 2022

23

e

24

Qualifying Managed workers

Worked (o ing break

Working time

Agency worker regulations

AME (ShifiTemplates. workDetail All sites

25 | 26 | 27 | 28 [ 29 | 30 | 21 [ 32 | 33 | 34

mmm Clock reset

y_1 Admin

s Clock ficking break

39

Download CSV

40

41

42 | 43

DatumRFPO
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At the top of the page, you will see a colour chart, which gives you the reason for the colour.
You can also download a CSV report from here.

mmm (Jualifying period Qualified

Agency Wﬂrker regumtigns mmmm \orked {outside of Staffiine Universe) mmmm Clock pausing break  wemm Clock INjing break
Employed Status

Hide inactive

() Hide qualfied M K W43/2041 v 101Engineering (Engineer-Ele v | All sites

Workers.. 4 %Glﬂ 252 (2728|2930 | 3|32 | 3|3 |35(%(7(38 (0|04 |0 |8 4|56\ 0|80

i winflrare 10 Hhie nannn
Ve WOMKers IN INis Denod.
f




As we go from left to right you have 2 tick boxes where you can hide inactive or hide qualified. You can

add the week you want to view, organisation and site.

Agency worker requlz

Hide inactive

(] Hide qualified

Workers..

t

ES Cur

!

!

L

25 200 27 | 28| 28°f 30 31

H

CQualifying\geriod

Clualified

mm Clock reset

Worked (outNde of Saffline Univesg) mmmm Clock pausing break mmmm Clock ficking break

Employed Stathg

W43/ 2021 v

101 Engineering (Engineer - Ele v

All sites

B i | i

W oty em i rbemre 11 R e e
Le E'.-! Ve WLTRGT S [T LT L-E' .
I

323334 35|36 3| 38| 30| 40| H

42 43 44 45 45 4T 45 4

DatumRFPO




Next you can search for a worker, and you can also view the weeks of employment. The tab at the side will
move you back or forward a week.

mmmm (hualifying period Qualifie mmmm Clock resel
F\gency worker regu|atirjn3 mmmm VWorked (outside bf Staffine Universe) mmmm Clock pausing gk mmmm Clock ficking break
Employed Statug
LOWIH0ad LoV
Hide inactive r | . )
() Hide qualf M N WA3/201 v 101 Engmeetng (Engineer - Ele v All sites v H M

|1

r|r‘/|' ES QUL | oc | 56 | 27 (28 | 29 | 3031 | 32|33 38| 35|36 (37 |28 |38 |m0 | @1 | &2 |3 |44 | a5 |36 |47 | B | 40

K I I i
P R (SR VY | N
NG aclive WOrKErs N 1Nk pey

DatumRFPO
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Here you can use the arrow up (A-Z) or down (Z-A). 'ES' will show your employed status workers and
'Cur'is current qualified workers.

mmm (Jualifying period Qualified mm (;lock resef

Agency worker , Wations mmm \Worked (outside of Staffine Universe) mmmm Clock pausing break  mmmm Clock ficking break
Employed Status

Hide inactive

) Hid qulfie M W W43/2011 v 101 Engineering (Engineer-Ele v All sites

— 12526 & |26 2930 31|32 33|34 35|36 3 [3630|40 H |4 45 445 4% & 48 49

1 I I i

M i im windrare i fhia narnd

O aGIVE WOKErs i (1S Denod.
f
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Below you can see we have blue and pink lines. The blue lines mean they were in their qualifying
period and once qualified they move to pink.

(\yalifying period Qualified mmm Clock reset
Agen cy worker regu lations Wikked (outside of Staffline Universe) mmmmm Clock pausing break  mmmmm Clock ticking break

EmPApyed Status
Download CSV

Hide inactive
M H W43 1 2021 [GAneral Cperative) Doncaster A H M

(] Hide qualified The Salmon

pink shows
5 when their
clock would
reset if they
didn’t work.

ES Cur
Workers__. L T -

25 el i 29‘ 33\ 34 35 36 37 3B 39 40 41 | 42 43 44 45 46 47 48 49

CE
Q
Q
Q
Q
Q
Q
Q

1

10
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REPORTS OVERVIEW



DatumR~O

COMING SOON



