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PKL Client Online Timesheet User Manual

Logging In:

1. Go to www.pkl.com.au You will see the Timesheets link on the right hand side.

2. Click on Client Login

Time sheet

Candidate Online Timesheet Login

Client Online Timesheet Login

Download Timesheet Here
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3. The following screen will be displayed; enter your User ID, User Name and Password and click
Login.

Client Login

Forgotten your passwerd? click here

Lagin

4. The following screen will appear. From here you can click on the Timesheets icon to view
timesheets for approval. You can also change your password, or Log Out of your session

<)

Timesheels Change Pazsword Log Ont

5. All timesheets submitted by working PKL Candidates requiring approval will be displayed in
yellow (as below) and allow you to Accept or Reject the timesheet.

FastTrack Recruitment ABM: 00 000 000 DOO

Client timesheet list @ @

After accepting and / or rejecting timeshests please choose SAVE to submit the list,

Submitted timesheets

MName Pasition Start Diate Week Extras Total Accept Reject
Job Mo (Type) End Date Ending Hrs
. Personal Assistant 26/10/200%9 P . @
d ] ==l ) St J11, .
MagineBary  5p0000087 (Temp) z0/11/2009 O1/11/2003 E tes0 [ O
Available timesheets
Paosition Start Date
End Date
. Personal Assistant 26/10/2009 o @
Nadine Bary 506000087 fTemp) 20/11/2008 /1142003 @
" Fersonzl Assistant 26/10/2009 o @
NadineBary 550000087 {Temp) z0/11/2009 <2°/11/2003 @
. Personal Assistant 25/10/2009 o
Nadine Bary 550000087 {Temp) =0/i1/zo09 2%/11/2003 @ @
. Personal Assistant 26/10/2009 e @
Nadine Bary 506000087 fTemp) z0/11/zppg 11142003 @
" Fersonzl Assistant 26/10/2009 o @
NadineBary 550000087 {Temp) 30/i1/zopg 08/11/2003 @
Personal Assistant 16/09/2009 o
Kate Douglas 550000072 (Temp) 28/1i0/z009 2o 10/2003 @ @
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Timesheet Status:

e Submitted Timesheets (Yellow) - timesheets awaiting your approval

Submitted timesheets
Marne Fazition Start Date Weaek Extraz Total Accept Reaject
Job Mo [Typel End D ate Ending Hrs

¢ Rejected Timesheets (Red) - timesheets you have previously rejected

Rejected timesheets

Entraz  Total Accept Reject
Hes

¢ Available Timesheets (Green) — Available timesheets. Note, you may not see the Available
timesheets depending on your system options.

week End
Date

Start/End
Date

Client Pasitian Contact

Accepting (approving) a Timesheet
6. If you approve of the total hours displayed, you place a tick in the Accept box and press Save

OR
If you want to view the full details of the timesheet, click onto the Candidates Name. This will bring

up the full timesheet.
@

Timeshests Change Pazsword ~ Log Dt

ABMN: 32 069 536 438

; Archived
Instructions @

After accepting and / or rejecting timesheets please choose SAVE to submit the list.

PKL Personnel Pty Ltd

Client timesheet list

Submitted timesheets
MName Pasition Start Date week Extras TotafjAccept Beject
Job Mo [Type) End Date Ending Hrs

. . BOM 12/09/2011 . @
Lorenzo Ragghianti .
I Lorenzo Ragghianti IZUUUUU?SE[Temp] 2/12/2011 2/10/2011 s 4,00 D D

Available timesheets
MName Puositian
Job Mo [Ty

Start Date
End Date

. . BDM i2/09/2011 e @ @
Lorenzo Ragghianti 2000007 96 (Temp) 2/12/2011 20/11/2011
Larznza Ragghianti Eﬁrnnn'.' Of (Tamnl 1'?2.-"10'99.-:1':-2nn1111 13/11/2011 @ @
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7. The full timesheet will allow you to view the details of any extras the Candidate has claimed or
any notes they may have written /

| € | http://192.168.1.202/UAT_EntWebBase/fttimesheet/cInts.asp?ltimesheetlD=16&iRec D}Afount:l&:sTenu |

Timesheet for Lorenzo Ragghianti

Company: Cabcharge Candidate:

Position: BEDM Phone:

Contact: PKL Payrell E-mail:

Phone: Status: Submitted
E-Mail: payrall@pkl.com.au

O

To reject this timesheet requires a comment to Jforenze Ragghianti.
The rejected timesheet will be returned te Lorenzf Ragghianti for review.
Week Ending: 2/10/20/1

Date Start  Stop  Start  Stop
Mon 26/09/2011  10:00 13:00 15:00 16:00
Tue 27/09/2011
wed 28/05/2011
Thu 25/09/2011
Fri 20/09/2011
Sat 1/10/2011
Sun 2/10/2011

art Stop Start Stop Total
04:00

Total 04:00

Additional Claims

Lunch - 510

Comment from Lorenzo Ragghianti

test

8. Once you have Accepted / Rejected a timesheet you will be prompted with the message below.

This is your final opportunity to make changes before the timesheet is submitted to PKL for
payment.

Note: if you Reject a timesheet you will need to provide a reason. This will be returned to the
candidate for amendment

Candidates can not be paid by PKL, until their timesheets are approved by the relevant manager.

/= Submit Timesheet - Windows Internet Ex... |Z||§|E|

—— e,

S AT M |@, http: i flocalhostfentwe V| || X |

Submit Timesheet

This actien will submit timeshests marked 2=
zccepted for processing and return timeshssts
marked 25 rejectsd to the candidzte for adjusting,

Do you wish to centinue?

- Qo
_A
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9. Once you press Yes (above) a confirmation message box appears. You can return to the list of
timesheets and continue Processing

Timesheets have been accepted/rejected successfully.

Return to
list

10. Once you have completed all timesheets you need to Log out - It is important for security that
you log out after use

© @ [

Timesheels Change Password Log Out
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