If you are already registered on Manpower PeopleZone, you will receive an

email each week containing a link to your timesheet.

If you have not registered on PeopleZone then you must first do so in order to
receive the email link.

Alternatively, you can access your timesheets directly via PeopleZone.

To do this, go to peoplezone.manpower.co.uk and log in with your PeopleZone

account.

Manpower
Welcome to PeopleZone

Login
EmployeeZone has now upgraded to become
PeopleZone, and we hope you agree it has a much

[ better look and feel to it.

Email address * user126627@peoplezone.n
Over the coming months we will be making further
improvements to PeopleZone and including some

Password * sesssene exciting new features.
You have all of the functionality that you have been
used to and can use your existing login details if you
have been an EmployeeZone user before. If not,
don’t worry - you simply need to click the Re(?llster

link in the top right hand corner to get starte
Thanks for visiting,

The Manpower UK Team

Once you are logged in, you will see the new timesheet tab in the navigation

bar.
Il’,’ Logged in as userl26627@peoplezone.manpower.co.uk
Log Off
Manpower
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You can click on this tab to view all timesheets associated with your account.

’,’II Logged in as user126627@peoplezone.manpower.co.uk
Log Off
Manpower
Home My Account My Details TSA Timesheets
Timesheets
Show 10 ¥ llbll:l Filter results:
[Starts _ |Client® [3ob Title & TRef ¢ |[Summary = [Status | Actions
06/03/2017 ‘Customer Services Administrator 214446 Total £0.00 ‘ Neews Wiew
Seymour Gardens, Easteote, HA49QA
27/02/2017 Customer Services Administrator 214445 Total £0.00 Toers View
Seymour Gardens, Easteote, HA43QA
20/02/2017 ‘Customer Services Administrator 214426 Total £0.00 L Wiew
Seymour Gardens, Eastcote, HA49QA
06/02/2017 Distribution Immingham - Mini Bulk driver 212602 Total £0.00 Toavs View
Caler Gas Led.Manby Road, immingham, N0 30X
30/01/2017  ManpowerUK Limited  2016/2017 Holiday (New Drivers) 212274 Total £0.00 [ View
C/0 Caler Gas Ltd, Occupation Road, Stoney Stanten, LES 41)
30/01/2017 Distribution Immingham - Mini Bulk driver 211601 Total £0.00 Naw View
~ -
e

On this page you will be able to see the basic details for all your timesheets

To enter time, go to the timesheet for the week you wish to submit time for
and click the view = [ink.

Show |10 ¥ | entries Filter Nlu|ti<| ]
| Start & | Client ¢ | Job Title = [Ref % |[Summary = | Status % | Actions
06/03/2017  Custorner Services Administrator 214446 Total £0.00 | New

Seymour Gardens, Eastcote, HASSQA

You will be able to view the timesheet in full detail and enter your hours, days
or other units worked.

Timesheet for period starting Monday, 06 Mar 2017 to Sunday, 12 Mar 2017

i Timesheet Reference 214446 From-To 06/03/2017 - 12/03/2017 Assignment Start - End  21/02/2017 - 24/03/2017
Job Reference CA1232A Location Seymour Gardens, Eastcote, HA4SQA Cost Code 178

| 30b Title Administrator Assigned Days Monday, Tuesday, Wednesday, Thursday, Friday Client Name Customer Services

Shift Name Test Hours of Work 09:00 to 17:00 with 30 minute break 15 At Parity Rate No

Working For R |

| Purchase Order Number [ 5

I O I I = I N
Start End  Break Start End  Break Start End  Break Start Start Break Start End  Break

el 1) (LI e LI rm,y Yy o,

Pay @ £8.00 : £0.00

A 1 Status Newi

0.00 hour(s) Pay £0.00 0,00 hour(s) Pay £0.00  0.00 hour{z) Pay £0.00  0.00 hour(s) Pay £0.00  0.00 hour(s) Pay £0.00  0.00 hour(s) Pay £0.00  0.00 hour{s) Pay £0.00
Time and a Half Start  End  Break Start End  Break Start  End  Break Start  End  Break Start End  Break Start End  Break Start  End  Break
.00 hourts L] N I N N A N A .

Pay @ £12.00: £0.00

0.00 hour(s) Pay £0.00  0.00 hour(s) Pay £0.00  0.00 hour(s) Pay £0.00 0.0 hour(s) Pay £0.00 0.00 hour(s) Pay £0.00 0.00 hour(s) Pay £0.00 0.0 hour(s) Pay £0.00
Expenses View History Expenses Total: 0
0.00 hour(s)
Timesheet Total *
0.00 unit(s)
Pay £0.00
0.00 hour(s)
Weekly Total =
0.00 unit(s)
Pay £0.00

Save for Later J \ Send for Approval } | Return To Timesheets

Copyright © 2017 Manpower UK Ltd. All Rights Reserved. | Data Privacy | Accessibility




At the top of the page you will see the full assignment details associated with
the selected time sheet.

Timesheet Reference 213446 From - To 06/03/2017 - 12/03/2017 Assignment Start - End  21/02/2017 - 24/03/2017
Job Reference CA1233A Location Seymour Gardens, Eastcobe, HA4SQA Cost Code 178

Job Title Administrator Assigned Days Monday, Tuesday, Wednesday, Thursday, Friday Client Name Customer Services

Shift Name Test Hours of Work 09:00 to 17:00 with 30 minute break Is At Parity Rate No

Working For e Status Hev

Purchase Order Number  |034651.5

Below the assignment details you can enter all hours, days or other units
worked, including any overtime or other non-standard time.

e e B

Standard Hours act _EAd S S}~ End St} SEnd Break Start _End  Break
0.00 hourts) L - . l¥| (| HfJ [ee—r— 4J17JLI C I ITT L]
By @ IR0 Bl 0.00 hour(s) Pay £0.00 0,00 hour(s) Pay £0.00 0.0 hour(s) Pay £0.00 0.00 hour(s) Pay £0.00  0.00 hour(s) Pay £0.00 0,00 hour(s) Pay £0.00 0.0 hour(s) Pay £0.00
e Start  End  Break Start  End  Break Start  End Break Start  End  Break Sy e
00 hourt L Il | . ] ) O Co) Ce
Pay @ £12.00: £0.00

0.00 hour(s) Pay £0.00  0.00 hour(s) Pay £0.00  0.00 hour(s) Pay £0.00  0.00 hour(s) Pay £0.00  0.00 hour(s) Pay £0.00 0,00 hour(s) Pay £0.00 0.0 hour(s) Pay £0.00

Now enter the days and times you have worked. Please ensure that you enter
data in the correct fields for the correct rates.

Start End Break

[ 09:00 ” 1730 || 60 |

7.50 hour(s) Pay £60.00

Please note that you will have to enter your break in minutes.

Standard tiotre - Start End Break Start End Break
7:30 hour(e) Los:00 || 17:50]{ <o | eo |1 [ |
v AR Ot Bl 7,50 hour(s) Pay £60.00 Pay £0.00  0.00 hour(s) Pay £0.00
Start End Break Broak Start End Break
fuheohienll ([ ] [ L ] [ I
ik el 0,00 hour(s) Pay £0.00 0,00 hour(s) Pay £0.00 0.0 hour(s) Pay £0.00
Exoenzes View Historvy

If you haven’t worked on a particular day of the week, leave the fields empty;
do NOT enter 00:00 in the fields as this will assume you have worked a 24 hour
shift.




Start End Break
L]
0.00 hour(s) Pay £0.00 | 0.
Start End Break

L]

0,00 hour(s) Pay £0.00 || 0.

To add expenses you will have to click on the expenses link. =#==

Break Break Break Start Break Break

RO [ [oo ] [ L 1] [ewefosle] (eelwsle] [esl=le] L 11 L1

7.50 hour{s) Pay £60.00  0.00 hour(s) Pay £0.00  7.50 hour(s) Pay £60.00  7.50 hour(s) Pay £60.00  7.50 hour(s) Pay £60.00  0.00 hour(s) Pay £0.00  0.00 hour(s) Pay £0.00
Time and 3 Half Start End  Break Start End  Break Start End  Break Start End  Break Start End  Break Start End  Break Start End  Break
.00 hour(s) C I I O I O O - O] | [ese]fssee][ee ] [T J]

Py @fiz0d el 0.00hour(s)  Pay£0.00 0.00hour(s)  Pay£0.00 0.00hourls)  Pay£0.00 0.00 hour(s) Pay£0.00 0.00hourls)  Pay£0.00 5.00hour(s)  Pay£60.00 0.00hourls)  Pay£0.00

View Hatory m oalio

35.00 hour(s)
Timesheet Total *

0.00 unit{s)

Pay £300.00

In the page that loads you can add the expense type, the rate and the units of
your expenses.

Edit Timesheet Expenses

| Timeshest Reference 214446 From-To 06/03/2017 - 12/03/2017 Assignment Start - End  21/02/2017 - 24/03/2017
| Job Reference CA12334 Location Seymour Gardens, Eastcote, HA4SQA Cost Code 178
| Job Title Administrator Assigned Days Monday, Tuesday, Wednesday, Thursday. Friday Client Name Customer Services
| Shift Name Test Hours of Work 05:00 to 17:00 with 30 minute break Is At Parity Rate ®
|
| Working For Purchase Order Number  084891.8 Status New
Expense Type Rate Units Total Actions

No expenses found

- please select - - [(age ] [_cancet |
i Return to Timesheets

Once you have entered the data click the add button and then click on return
to timesheets.

Expense Type Fate Units Tatal Actions

o expenses found

Mileage .3 0,43 0 13,30 Add Cancal |

Return to Timesheets




When you have finished entering all the time you have worked on your

timesheet page, you can click on Send for Approval to send the timesheet to
be approved.

Standard Hours St End Start _End Stort _ End Start  End Start  End Start  End  Break
30.00 hourt) [ole o] L 1 ] [elwla] [eelomle] Eesle] L 1) L 1]
Ly e Bl 7.50hourts)  Pay£60.00  0.00 hour(s) Pay£0.00 7.50hour(s)  Pay£60.00 7.50hour(s)  Pay£60.00 7.50hour(s)  Pay£60.00 0.00 hour(s) Pay £0.00 0,00 hour(s) Pay £0.00
Tlineanda Half Start  End  Break Start _End  Break Start  End  Break Start _End  Break Start  End  Break Start  End  Break Start End  Break
5.00 hour(s) C 7 eI e I ] Lese]lew]leo ] L]
e Bl o-co rouris) Pay £0.00  0.00 hour(s) Pay £0.00 0.0 hour{s) Pay £0.00  0.00 hour(s) Pay £0.00  0.00 hour(s) Pay £0.00 5.00 hour(s) Pay £60.00 .00 hour(s) Pay £0.00

Expenses View History Expenses p‘l’ot:l; 150
ay £13.

35.00 hour(s)
Timesheet Total -
30.00 unit{s)
Pay £313.50
35.00 hour(s)
Weekly Total o
30.00 unit(s)
Pay £313,50

I ——
Save for Later ’I Send for Approval Il Return To Timesheets
_

Or, if you wish to save your timesheet and submit it later, click the save for
later button.

T T T N N
ROl (oo «] [ L 1] [eelosle] [eelwle] (o=l [ L1 L1

Pay @ £8.00: £240.00

7.50hour(s)  Pay£60.00 0,00 hour(s) Pay£0.00 7.50hour(s)  Pay£60.00 7.50hour(s)  Pay£80.00 7.50hour(s)  Pay£60.00  0.00 hour(s) Pay £0.00 0.0 hour{s) Pay £0.00

el (T L) L) L O ) felesle) L

Pay @ £12.00 : £60.00

0.00 hour(s) Pay £0.00  0.00 hour{s) Pay £0.00  0.00 hour{s) Pay £0.00  0.00 hour{s) Pay £0.00  0.00 hour(s) Pay £0.00  5.00 hour(s) Pay £60.00  0.00 hour(s) Pay £0.00

Expanses. View History Expenses p'ra:.l;:m
ay £13.

35.00 hour(s)
Timesheet Total ¥
30.00 unit(s)
Pay £312.50
35.00 hour(s)
Weekly Total %
30.00 unit(s)
Pay £313.50

| [ Save for Later | ﬂ Send for Approval \ [ Return To Timesheets |

Thank you for watching this training




