SP44 - Operator Timesheet Entry Process
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HIRE DESK ADMIN

Timesheets received
via email from the
operator or customer

START

A

Print off the
timesheets

A

Locate operator name
on Hemel Payroll
spreadsheet on S Drive

A

Check machine number
& customer name on
timesheet against
spreadsheet

A

Tick timesheet to
denote checks made &
check for customer
signature

spreadsheet match
timesheet?

YES

y

Enter the hours,
timesheet no & travel
(if applicable) on to
spreadsheet

Check Syrinx and use
original machine no.
allocated

Self drive or
operated?

Check if other
operative on site &
are the 2 linked. Enter
actual machineno
allocated to operator.

y

Enter details on to
Syrinx — barcode will
be produced

y

Place barcode sticker
on top right comer of
timesheet

y

Scan timesheets to S
drive & email to
yourself
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y

Forward the email to
Payroll together with
a copy of the
spreadsheet

Repeat process for
each timesheet
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