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INTime: A Guide for Contractors

Logging onto InTime

To get you started on the InTime timesheet management system, you will receive a welcome email
containing a link to the portal and your username. You will be sent a separate email with your password,
which we would recommend you change to something memorable.

If you don’t receive this email, please check your junk/spam mailbox folders. Please contact the
accounts team on +44 1442 860500 or accounts@qcsstaffing.com if it cannot be found.

When you click on the link in the email, you will be taken to the login page:

Usemame
Password

Forgotten Password?

Important Motice: This site requires the use of cookies to secure your access and to
store wour disply prefersnces. Mo identity or personal information is stored and no third
party cookies are used. By logging i via this page you are agreeing to the use of
cookies for these purposes.

Copyright & 2017 InTIME. All Rights Reserved.

Please use the username and password from
your welcome emails to login.

If you have any issues logging in, please contact
the accounts team on +44 1442 860 500 or
accounts@qcsstaffing.com.

Once you have logged in you can then access your Contractor Dashboard:

= @ Timesheets B Expenses “ Purchase Invoices D Compliance 2 Profiles

Welcome to InTime

Welcome to InTime, our online timesheet system. Through the InTime portal you are able to submit and receive digital approval of your timesheets and expenses.

To get started, please select Create’ from the Timesheets or Expenses tabs above

Please note: if you have not worked a week or month, please still submit a timesheet with zero hours worked. This will prevent automatic reminders being sent.

Contact us

®

For support please contact accounts@qcsstaffing.com
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Entering a timesheet
To create a timesheet hover over the ‘Timesheets’ link on the Menu bar and click ‘Create’.

You will then be prompted to select the placement from the drop down box to enter time against, as well
as the timesheet period. You can use the provided calendar popup to help you select the correct date.
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After selecting the timesheet period you will be presented with a blank timesheet form.

Here you can enter start, break and finish times for hourly rates, or a unit of 1if you are on a day rate.

53 (O Timesheets W Expenses  “w Purchaselnvoices [) Compliance 2 Profiles
+ sat 25/08 | standard v | [onmm | [mm | [ nrumm | o000 [ | &
+ Sun2s/08 | Standard v | [hhmm | [phmm | [ Amm | o000 [ | &
+ Mon27/08 | Stendard v | [o00 | o030 | [1730 | 800 [ | &
+ Tue 28/08 | standard v| 900 | o030 | [1730 | 800 | | @
+ Wed29/08 | Standard v| [9:00 | [o0:30 | [17:20 | 00 I | &
+ Thu 30/08 | standard v | [o00 | [o0:30 | [17:20 | 800 [ | &
+ Fri31/08 | standard v | [o00 | o030 | [17:20 | 800 [ | &

PAPER SHEETS

Upload Paper

No paper attachments

RATE INFORMATION
Rate Period

Standard Hourly

Pay
GEP20.00

Total Units
185:00

Total Pay
GBP3,700.00
6BP3,700.00

At the end of the timesheet you can see total hours and pay, and rates you have available as per your

contract.

If you have not worked a week or month, please still submit a timesheet with zero hours worked. This will

prevent automatic reminders being sent.

For support please contact accounts@qcsstaffing.com

o
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You can click on ‘Save As Draft’ to store the timesheet, allowing you to return to this information to edit.

Once you have completed your timesheet click on the ‘Save And Submit’ button, your timesheet will be
sent to your Manager for approval.

Please note: You will not be able to make any further edits once the timesheet has been submitted.

Draft timesheets
Timesheets will appear here when you have saved a timesheet to drafts or a timesheet has been rejected.

You can still access them by selecting ‘Drafts’ from the ‘Timesheets’ menu. From here you will then be
taken to the timesheet form. Please refer to these instructions to edit and submit your draft timesheet.

If you have multiple draft timesheets you wish to submit for approval, tick the box in the ‘Submit’ column
against the applicable timesheet and click on Submit.

If you need to access a specific timesheet, click on the number in the ID column to view, edit, or submit.
Submitted timesheets

If you need to check the status of your submitted timesheets, you can use the ‘Unauthorised’, ‘Approved’
or ‘Rejected’ options from the ‘Timesheets’ menu.

By clicking the timesheet ID you can also see a detailed view of that timesheet.

Please note: you can only modify rejected timesheets.

Timesheet and expense statuses explained:

Missing:
Timesheets that should be received during a specified date range but have not yet been created.

Draft:
Saved but not yet submitted. There are no draft expenses.

Submitted:
Created and submitted for approval. Once submitted timesheets and expenses cannot be modified so
please ensure the details are correct.

Approved:
Approved by your manager for payment.

Rejected:
Rejected by your manager. This is usually because of incorrect hours or expense lines. The manager
may have provided a comment as to why the timesheet or expenses was rejected.

Once rejected, the timesheet becomes a draft for editing and resubmitting via the expenses ‘Rejected’
menu option.

®

STAFFING For support please contact accounts@qcsstaffing.com
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Entering your expenses

To submit an expense claim, hover over the ‘Expenses’ link on the Menu bar and click ‘Create’. Select the
placement dropdown to open a blank expenses claim form and select the period for the expense claim.

1 H (O Timesheets P Expenses A Purchase Invoices D Compliance & Profiles

Create Expenses

SELECT PLACEMENT
Placement Period:
| 8110994 - Test Comms Disabled (Ciient: Test Company) (Manager: Paper Approval) v [ ovosne-avosne v |

EXPENSE CLAIM - 70306 - DRAFT

Category Receipt Date  Description Units “";i;":e' Net 1:;:“:'5 5?3':5 Gross  Currency Receipt
| Rechargeable Expenses v | | 1052018 | | Train ticket AT | (700 | [Fo00 | [Fos0] [To% | [o00 | | 1000 | [ cer v Receipt.po IR

| Mileage v | [ 1ws2018 | | FaT o Office | \ 5000 | | 040 \ | 2000 | | 0% \ 000 | | 2000 | | cep v]
| Per Diem v| [ sws2018 | |Foodallowance | [1000 | [ 2000 | [20000] [Tox | [Tooo | [z0000] [ cse v

[ ] [aammisyy | [oesrpton. I I 1 1 1 | [cossm

s BB =

e & & &

Select the correct type of expense and enter the receipt date, description and figures. correct type of
expense and description from the provided dropdowns. Click ‘Upload’ to upload a copy of the receipt
in pdf or jpeg format. Once you have entered all receipts you wish to claim for, click ‘Save’ to view a
summary of your expenses. If you need to edit your claim, select ‘Edit’.

Once you have finished your claim, click ‘Submit’.

1 H @ Timesheets B Expenses “ Purchase Invoices D Compliance & Profiles

Placement Approvals History
PLACEMENT INFORMATION PARTICIPANTS
Ref Code: BH-10094 Agency: .
Job Title: Test Comms Disabled Worker : Test Comms Disabled
Job Description: Client: Test Company
Date Placed: 05/10/2017 Manager: Paper Approval
Start Date: 05/10/2017 Consultant: Lee Mitchell
End Date: 31/08/2018

v Additional Details

EXPENSE CLAIM - 70306 - DRAFT PERIOD: 1/5/18 - 31/5/18
§ Sales
D Category ReceiptDate  Description unit M Net  Tax s?:f Gross Pay Net
Rate
2291910 Rechargeable Expenses 10/05/2018  Train ficket FAT 1 1000 1000 0% 000 10.00er  10.00cse
Attached Receipt
2291911 Mileage 11/05/2018  FAT to Office 50 040 2000 0% 000 2000  20.00ces
2291912 PerDiem 31/05/2018  Food allowance 10 2000 20000 0% 000 200.00ce  200.00aee
61 3040 230.00 000 23000  230.00

* Any eurrency conversion is approximate until the invoice(s) are generated or the item is exported

Submitted expenses

If you need to check details of your submitted expense claim, or to see if your manager has approved
them, click ‘Unauthorised’, ‘Approved’ or ‘Rejected’ on the Expenses menu.

Please note: you will only be able to modify submitted claims if they have been rejected. If rejected the

claim will be visible in your expenses drafts.

For support please contact accounts@qcsstaffing.com STAFFING
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Support and enquiries

For any support regarding the InTime Timesheet
Management System, including login issues,
please contact the QCS Staffing Accounts Team:

Email: accounts@qcsstaffing.com
Phone: +44 1442 860500





