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Completing Timesheets - hints for problems

Shifts not for correct time

@ W2012/12 Timesheet for Kerryn Walker as Dorothy Stewart at ACC Mon Serious Injury E'@

Shifts up to  |25/03/2012 Add Shifts Delete Shift

‘ Date ‘ From | To I[3hrl1nlana3ki Hourz| Pay [ Bill ‘Grade AR THhE?r ‘ Mote |$F£; ‘ i
Tue 2040352012 0900 11:00 0 z2oo W12 1
Tue 20/03/2012 14:00 18:00 0 400 W12 1

X WwWed 2103202 02:00 el 15 226 b W 12 2

The start and end time and the break minutes can be edited to match the timesheets - and keep an
accurate record in the database.

It is possible in the Vacancy Diary view to adjust shifts with the mouse - which is a good way to
change a morning shift to an evening shift for example.

Tue 26/6/12  ‘wed 27/6/12 Thu 28/6/12

eenink, Ashlie:
i HD,U;h:ume
e

Mon 2576412 Fri 23/6/12 Sat

¥ am

8 am

9 am
10 am.
11 am
12 p.m.

1 nm

Put the mouse on the TOP coloured line of the shift to move the WHOLE shift to another time, hold
down and drage to the correct start time. The length of the shift will remain the same.

Put the mouse on the BOTTOM coloured line of the shift to extend or shorten the time. (Use the
number buttons on the top right to show the day in 60, 30, 20 etc minute slices.)

You can also can right click on a shift and select Edit Details to alter by entering an exact time.
Missing Shifts

The quickest way to add a missing shift fully is to start on the Temp Desk Timesheets view.
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Search Expand Add Wacancy Candidate Create Copy
Payrall i, I i
M urnber ﬂ‘l'lcrf' Temp EEDdL;n Clignt
2 2782 141152  Ackropd, Tom 1061 Access Homehealth ... 2
2463128090 Burt, “Whilma 101142 Youlk Peter

Select the line of the provisional timesheet then click the vacancy button. The vacancy opens on the

Shifts view. Use Ctrl + Add Shifts to open Grid.

#+ add shifts

Temp Desk INc:n ACC j Save and Continue Save a
Add Add for Same Client Add for Same Wacancy Duplicate Duplicate Nest Day Duplicate
Client | Job Tile Shiftl Diesciiption | Date Biam:| “Ta Ereakl Their Fef. ':”EE'E’EC'

# Access Homehealth Ltd - Access Home Health bl

Select the shift type and enter date, times and break minutes. Use the Duplicate button to help add

further. Click Save & Fill or Save & Close then Fill Shifts

Choose Specified Individual for filling | s Mk
the shift and enter the keyname to find M iy [ 3] Weskds
then book. " Cuneri iy Fomp Dask Poo Sraning

™ Erfe Temp Deask Podl 2540602 Fﬂ

™ Curert in Depaitment

f¥ Fiber Temps

™ Secordmp Sgercy Tamp

The existing Provisional timesheet will find the new shifts when reopened.

ACC Timesheets The script to create lines work on the TYPE of the shift -
If a proper shift has been entered there is a shift Type code on the right.
Shilts up o |01/07/2002 Add Shilt Dilete Shilt
E; Diabe |F|-:nn1 Ta E_r,ﬁ:] Hiowrs F'a:,l| Bil |Era-:IB|AWFI?‘ E:I. Nata "
3 Mon 25/A06/20N2 20:00 00:00 0 400 [+ Iv
10 Tue 26/06/2002 20:00 00:00 0 400 W ¥ 1
0. Yed 27A06/2002 1500 20:00 0 100 W ¥ 2

Piseuzh veoduad ok
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[iadw hom ' . I'
Dalwin | .
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ACCO
ACC03a
ACC 03b
ACCO5
ACCOY
ACCCC
HBRMO3
HERND

If there is a missing shift, you can use the Add Shifts button to add a shift - if you ENTER a
type using the drop down then the script will create the expected line on the next page.

S hift
Type
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No Units in the Pay Lines

There is a mismatch between the Rates Scheme and the Candidate match it is looking for - usually
the Candidate's Grade. Perhaps the Candidate has not been coded to have the grade - inform
Compliance to set code the candidate's skills and then the match will happen. Or perhaps the Scheme
does not have lines that cover the grade - inform the Section Manager to correct the scheme and then
the match will happen.

How to save Override Pay Rates for future Timesheets for
this Candidate/Vacancy combimation

Schemes are set with the STANDARD rate of pay - what the Agency would prefer the candidate to be
paid. However some candidates have custom rates of pay so the scheme needs to be overridden.

Rather than having to overwrite manually every time (which is EVERY time if rate = 0.00) the Booking
can have the override rates set in it to use in the future.

From the timesheet view, use the vacancy button (opens in the shifts view). Click on a line containing
the correct candidate's name. You may have to change the date back on the shift view to find the
correct candidate.

Click on the Booking/Rates view. Blate Scheme [ACC Non Sencus Injury  Show Histonc ates  Fley
Go to the rates view (default)

\ , [ esciphion | Fet ;ﬂ'l" uﬁﬁﬂlm Slaﬂ. | Em Grade
Overwrite the pay rates (they will go red) ate ate ale ahe

. T Huowars 127, 4
Save and refresh (background goes white to e st B

Howns 1] 2418

indicate an overwrite.) HERPC2 Hows 2100 2599
HERD Hours 21,00 2418

HERO3a Hours 21.00 2599

HERO3b Houwrs 21.00 3005

b PHS1 Hows[ | 2503

L HEBOF &0 ARON 144 E5

Now the timesheets on for this booking will always use these rates.

How to Add Pay Lines

On the timesheet, use the Add Rate button. This will activate a new cell at the bottom of the existing
lines. Select the Pay Band and enter the units and rates.
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@ W2012/12 Timesheet for Kerryn Walker as Dorothy Stewart at ACC Mon SeriousInj.. | = || & ||sti3%s
Frimary Rale Haomecare Suppart WwWarker -

Tax Method FAYE
Chargeable Kms
Faid Units of KMz since...
Fay rate for Mileage per... Fised - $0.28
Chargeable Travel Minu...
Ovemde Pay rates -
Fate Scheme I.-'l'-.EE Haon Senous njun LJ Add R ate Calculate Holiday Pay
e ; Units Fan Unitz | Charge | Amaunt | Aot -
Description Unit ‘ Paid Fate |Charged| HRate Faid Charged Grade| AR Y
HERTTS Tre Hrg o0 750 oo 1227 0o .on
HER O Hours : 1 1500 200 2418 30.00 48,36
HERTTS Tre His j;B‘ 7.50 0o 1227 0o .00
HER D Hours :§§!—E{‘ 15.00 400 2418 0,00 96,72
HERTTS Tre Hrs ,'ﬂf{ 750 oo 1227 0o .00
HERO? S0 at}i‘r} a5.00 1.00 14465 a5.00 14465
HEETLAL KM g oo .00 B2 0o .00
|» T . ~ | )lh:uurs 00 12500  1.00 22500 12500 226.00
T otal HoursAdmounts £.on 800, 700 800, 30000 51473 e

After completion you need to open the timesheet and add the shift date to the pay line
(You can only add a date of a shift linked to the timesheet. A dateless line is given with no date is
given the last day of the week as a default so may need changed.)

Add
Line o : Units Pay | Amount| Unitz | Charge | Amount o i
Mo Hestphes ‘ St ‘ Paid Rate Paid |Charged| Rate | Charged it i shilt
| 1HERO1 Haours 200 1500 3000 200 2418 4836 20/03/2012
2 HEROT Hours 400 1500 6000 400 2418 9672 20/03/2012
| 3HBRO7 50 100 BAO00 8500 100 14465 14465 21032012
M afHBRPCY Haurs 1.00 12500 12500  1.00 22500 22500 N - |
Hours not equal
Warning message when Sleep Over shifts exist. |Quey —y = B ==

This is because even though the sleepover
covers HOURS only 1 UNIT is charged. Also the
total cells are yellow. It is a warning to check a
sleepover was intended.

9 Hours to pay not equal to howrs paid, Do you want to continue!?

Yes No

Audit Features

Go back to Quick Guides/How To section
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