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HAYS e

Timesheet Submission

Step | Action
1. From the Hays Connect Homepage, on the top left hand side of the screen,

click on
“Submit Timesheets” and then “Submit/Amend Timesheet”
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Step | Action
2. In “Select a different week ending date” drop down field, select the W/E
date that you require
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Terms and Conditions
|_J 1 nave read and accept the Terms and Conditions

Save | Submit |

Please read and accept the Terms and Conditions before submitting your imesheet

Step | Action

3. | Inthe grid first row TRC Premium add the units that you require in the grid
for the days of the week that you require. If the worker is on an hourly rate,
the worker will need to complete how many hours they have worked on

each day. If the worker is on a daily rate, they will need to write either 1 (ful

day), 0.5 (half day) in each day.

Step | Action

4. | Check the tick box - | have read and accept the Terms and Conditions

Hays Connect Terms & Conditions

HAYS CONNECT

(Hays Web Based Timesheat System)

You are required to read through the information below carefully because EACH TIME you use this website

you are deemed to have ACCEPTED these terms and conditions.

Definitions

"Agreement" means this Agreement entered into by Hays and the user of this website.

*Assignment” means the role undertaken by the Temporary Worker/Contractor for the Client

"Client" means the organisation with which Hays has placed the Temporary Worker/Contractor for the purpose

of providing services, in consideration of which Hays requires payment.

"Client Representative® means a client representative selected by the Temporary Worker/Contractor from a
selection of names presented to him by the Client who is authorised by Hays to access HAYS CONNECT for
the Purpose. The role of the Client representative is to verify and authorise the Temporary Worker/Conftractors

timesheets on behalf of the Client.

"HAYS CONNECT" means the Hays Web Based Timesheet System, which is developed, owned and operated
by HAYS. HAYS CONNECT is accessible on this website and facilitates the payment of wages/fees to the
Temporary Worker/Contractor following verification and authorisation by the Client Representafive, on behalf

of the Client, for the hours recorded.

"Hays" means Hays Spedialist Recruitment Ltd andfer its trading division(s)

"Terms and Conditions" means the information displayed on this website, including these defined terms and

their meanings.

"Purpose” means the electronic completion, submission, verification and authorisation of timesheets via HAYS
CONNECT so that the delivery of the services on Assignment by a Temporary Worker/Contractor for the
Client is recorded accurately with the intention that Hays pays the Temporary Worker/Contractor and charges
the Client. In order to achieve the Purpose the Temporary Worker/Contractor submits the timesheet and the

Client Representative either authorises or rejects it.

"Temporary Worker/Contractor” means an individual who provides his’her services under a contract for
services or as a limited company contractor and who is authorised to access HAYS CONNECT for the

Purpose.

“Terms of Assignmeni” means the contractual document governing the Temporary Worker/Coniractors

Assignment through Hays with the Client.

"Terms of Business" means the contractual document with the Client govemning the supply of the Temporary

Worker/Confractor by Hays.

Declaration by the Temporary Worker/Confractor

| have read the Terms of Assignment.

| confirm my acceptance of the Terms of Assignment and agree to be bound by them.
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Step | Action

5. | Under “Primary Approver” check that the approver that you want to send
the timesheet to is checked

Step | Action
8. Click Submit

Step | Action
9. | Click ok

Do you wantto submit your timesheet? (20099,1)

All unprocessed rows will be submitted.
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