Online__Timesheets

Employee User Guide

Introduction: The Timesheet Process

IPA online timesheets are for all employees to

use via a desktop or mobile device. Accessible
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Using your desktop D

i. LOG ON

Make any changes to the Break Times by clicking the

Log on to My IPA Portal from the IPA home page /pa.com.au
Break Items drop down arrow.

» My IPA Portal
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Make any necessary adjustments to Break Times by selecting
the clock icons or by typing in your new times.

From the menu click the Time and Attendance Button.

Welcome Back Jim Jones

You can add a new break time by clicking =

You can delete a break time by clicking [}
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The attendance type indicates the type of shift you worked.

ii. SELECT ATIMESHEET attendance WNTRRRB U

Timesheeat Attendance Infommation
Work Date Start Time End Time

Click on Available to view your available timesheets. e
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@?’IPA iv. SUBMIT YOUR TIMESHEET

1 Available 0 Incomplete 0 Rejected 1 Submitted
When your timesheet is correct you can submit your
timesheet by clicking the Submit button

Double Click on the timesheet you wish to submit.

Timesheet Entry

Available Timesheets
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Your timesheet will appear. The times and breaks will be
pre-populated

Lirasi O ecject e 7.3000

§braks 3 Pnject fams 7,500

coooo
+EEES
BEEE BB

Job Order Code Job Order Code 200001777 OffceCode 443 -Caims

sartDote s | mmme | eie  GEmD Your timesheet has now been sent to your manager

Position Call Centre Operator

End Date
Timesheet Code

for approval.

Purchase Order Number

Pay Agreement

Attendance WNETSETBIEN
‘Timesheet Attendance Information
Work Date Start Time. End Time. Atendance Type Day Total
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iii. REVIEW TIMESHEET

Make any necessary adjustments to Start and End Times by
selecting from the clock icons or by typing in your times.

CUEh NG Add tional Ttems
Timesheet Attendance Information

Work Date Start Time End Time endance Type
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Using a mobile device

i. LOG ON

|

Log on to My IPA Portal from the IPA home page /pa.com.au

IPA for Job Seekers and Employers
www.ipa.com.au/ (&)
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Job Title, Keywords or company

You arrive at the Timesheet Homepage

ii. SELECT TIMESHEET

Click on Available Timesheets.
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@A Available Timesheets ()

Start End
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Total: 1
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Recruit Me
Start Date: 09/02/2015 End Date: 15/02/2015 Click on Attendance

Timesheet Code:

aégAttendance Total Hours : 37.5000

¥ Manual ltems
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iii. REVIEW TIMESHEET

Make any necessary adjustments to Start and End Times by

typing in the new time.

A Attendance Total Hours : 37.5000

Work Date 09/02/2015

Attendance Type Day Shift \/

Start Time 09:00

End Time 17:00

The Attendance Type indicates the type of shift you worked.
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Make any changes to the Break Time by clicking the
Break Items drop down arrow.

#  Available Timesheets (D
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Start Tima [1E0I0
End Timea 1700
Iv Braak [tems < (1) + I

Make any necessary adjustments to Break Times by
typing in your time.

A~ Braak ltems = (7} +

Start 1ime  12:00

Enc Time | 13:30

You can add a new break time by clicking =

You can delete a break time by clicking i

Scroll down to repeat the same steps for each work date.

#A  Available Timesheets
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End Tima 1700

When your timesheet is correct you can submit your timesheet
by clicking the Submit button.

Your timesheet has now been sent to your manager for approval.

Technical Support

Contact your IPA consultant should you need any assistance
or have any questions regarding Online Timesheets.
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