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1. Authorising Timesheet information

Once you have logged on under the Management banner click on Timesheet to
access the main timesheet status screen which will show the organisations
(departments) you are able to view and authorise.

3 ‘ My Preferences | Change password ‘ Log out ‘ Guidance =+ | Documentation G» | Help/Suppart

Home Thursday, 3rd April 2014 15:20:47

Thank you for using EASY,

+ D Time & Attendance
[ Timesheets ‘

o Bbsences

To select the period you wish to view use the drop down list located just above the
organisations (departments). There will only be the ‘open’ months available through
the drop down box.

2 | My Preferences | Change passward | Log out | Guidance G | Documentation & | Help/Support

Home  Attendance » Timesheet Status Thursday, 3rd April 2014 15:30:20

}» Self Service ‘910 Calendar Month 12/2013 ending 28th February 2014 j Q ‘ Find Assignment § Find Organisation

v Management

[ Time & Attendance
%D Timesheets

M dbsences

There are 3 different ways of accessing employee information to enable checking
and authorisation of claims.

1. Timesheet status screen
2. Edit screen
3. Summary screen

From screens 1 & 2 (Timesheet status & Edit screen) you are able to view, check
and authorise individual employees claims and from screen 3 (Summary) you can
view, check and authorise single, multiple or the whole group’s claims.

1. Timesheet status screen

From the timesheet status screen click on the organisation (department) banner and
you will see the list of employees with timesheet records including claim status.

I F'referem:z::| Change passwc\r‘d\LDg out ‘EUinEII'\EE‘-B‘DEIIJJFI'\EI'\tEIt\EII'\B‘HE‘D;“IEUDDDN

Home » Attendance » Timeshest Status Thursday, 3rd April 2014 15:32:14

} Self Service ‘QWCaIendarMunth 0472014 ending 31st March 2014 J Q Fite Assignment § Find Organisation
» Management » 918 Your department (11timesheets)

» Related
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By using the filters’ from the menu bar you can chose which records you wish to
view.

2 | My Preferences | Change rd | Log out | Guidance G | Documentation G | Help/Support

Home » Attendance » Timesheet Status Thursday, 3rd Apnl 2014 15:35:45
‘!HH Calendlar Month 0172014 ending 31st March 2014 J Q Fine As5|gnmer|l Find Organlsalmn
Employees name (98765412): job title e

- Assignment Employees name (98765412): job title Data Entry

Active + Employees name (98765412): job title (it it

With data Employees name (98765412): job title Data Entry

M e Employees name (98765412): job title h Data Entry

o Employees name (98765412): job title Data Entry

orive . Employees name (98765412): job title Data Entry

ap— Employees name (98765412): job title Datz Eniry

o Employees name (98765412): job title Data Entry

P Employees name (98765412): job title Data Entry

; Employees name (98765412): job title Data Entry

Frrects Employees name (98765412): job title Dats Entry

| Lestécton Employees name (98765412): job title Data Enty

o Y Employees name (98765412): job title Data Entry

3+ days Employees name (98765412): job title Data Entry

7+ days Employees name (98765412): job title Dita Entry

L+ days Employees name (98765412): job title Data Entry

28+ days

Clicking on an individual name will take you into the employee’s record.

If the timesheet has been submitted it will show as a summary view of the totals
claimed by the employee.

Home » Attendance » Timesheet » I Thursday, 3rd April 2014 15:52:46

Employee’s name (assignment no): job title, period [ nsutrn
~ Employee Information
|
Last Nam First Name Yout-first name

- Assignment Your last name

Assignment Numb¢ NI Number AB123456C
M 0172014 Timesheet Positic 12345678 . ——pr— Yo rweekl ho R
M 11/2013 Timesheet ~Your position number and title ur weekly hou
sbsonce Payscale & Spinal oty payscale and point nerement Date Your increment date
~ | Organiation Assignment Start DalYour assignment start date Date Joined s Your date joined NHS

Showing employes infarmation as it was held in EASY st submiszion (3rd Apr 2014 15:52), source is "Data importad into EASY (EASY Staff Datails)" event at 25th Feb 2014 12:14
M 01/2014 Timesheet

M 12/2013 Timesheet Enhancements (hours) overtime (hours)
Excess
M 12/2013 Timeshest input Basic A M
Hours Sat. Sun. Night Unsoc. Pﬁ:lm “[’)ZP‘k Sat. Sun. Night Unsoc. Pﬁl;lu:
M 11/2013 Timesheet b ¥ b
M 11/2013 Timesheet input 750
Ahsence summary
on Call (sessions) Stand By (sessions) Work Done (hours) Other (hours)
week Week Public Week week Public week Public Week Public
Day End Hol. Day End Hol. Day et L Hol. Day et . Hol.
36 3.00 175
Action By At
Submitted 3rd Apr 2014 15:52
Page generated at 15:52 on 3rd April 2014 2 comments EAST! Copyright @ 2014 Giltbyts Ltd,

You can view the full timesheet by clicking on ‘Show Full Timesheet’
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The full timesheet once checked can be authorised from this screen. Once
authorised the claim will be transferred to the payment file.

If the timesheet has not been submitted it will show as below

Home > Attendance » Timesheet > I Thursday, 3rd April 2014 15:56:45
» Self Service . . . .
| seltseriice | Employee’ sname (assignment no): job title, period [ unsubmit [ authorise | I
+ Management I~
» Employee Information
~ Related
+ sssignment ~ Timesheet
M 11/2013 Timesheet Time Enhancements (hours) Overtime thours)
Cont.  Excess
Absence + Date Hours  Basic Public  Week Publi
- [ —— Start ~ End Worked Hours sat.  Sun.  Night Unsoc. FiNi© D?ai Sat.  Sun.  Night Unsoc. FROMC
M 01/2014 Timesheet Monday,
10th Feb 09:30  17:30 7.50
M 01/2014 Timesheet input 2014
Tuesday,
1 12/2013 Timesheet e %30 1730 =50
M 12/2013 Timesheet input 2014
Wednesday,
M 11/2013 Timesheet 12thFeb 09:30  17:30 7.50
2014
M 112013 Timesheet input Thurﬁdayh, — — —
13th Fel : B B
BLhsence summary 2014
Friday,
14th Feb 0%:30  17:30 7.50 7.50
2014
Saturday,
15th Feb
2014
Sunday,
16th Feb
2014
Period 149.92 7.50
Totals

@ easy
Home » Attendance » Timeshest » 1 Thursday, 3rd April 2014 16:06:47
+ Self Service H i i eriod m @ w w
_ Employee’ sname (assignment no): job title, period
» Management =
» Employee Information
v Related
+ assignment ~ Timesheet
M 11/2013 Timeshest Time Enhancements (hours) overtime (hours)
Cont.  Excess
Absence + Date Hours  Basic e R ol
v e Start End  Worked Hours  Sat.  Sun.  Night Unsoc. " Day 5ot Sun.  Night Unmsoc. )
M 01/2014 Timesheet Monday,
10th Feb (0] @ 750
M 01/2014 Timesheet input 2014
Tuesday,
M 12/2013 Timesheet 11th Feb © © 7.50
M 12/2013 Timesheet input 2014
Wednesday,
M 11/2013 Timesheet 12thFeb 025 () 1800 () 8.08
2014
M 1172013 Timesheet input Tk, © ©
13th Feb 08:55 18:00 .58
Absence summary 2014
Friday,
14th Feb 08:45 () 17:50 ()  8.58
2014
Saturday,
15th Feb [0} e}
2014
Sunday,
16th Feb @ [0}
2014
Period
Totals 11338 —

Employees timesheets should be not be submitted by the manager on the
employee’s behalf unless the employee is absent due to sickness, maternity,

paternity or adoption.
2. Edit screen

From the main screen you can go to the group Edit view of the timesheets by clicking
on Edit, from this screen you can view, check and authorise individual claims.
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Home » Attendance » Timeshest Status

» Salf Service ‘MBCaIendarMumh12I2I]13&nding 28th February 204 = Q Find Assignment | Find Organisation
! Management » 918 Your department (11 timesheets)

» Related

The screen will display all the employees in the group in a list. To move between
employees timesheets click on the employee’s name in the list.

As previously shown in the screens above: the timesheet will show as a summary
view if submitted or a full timesheet if unsubmitted.

Horme » Attendance » Timesheet » Thursday, 3rd April 2014 16:17:48

Employee’' sname (assignment no): job title
} Self Service Authori
_ Period M 12/2013, Input ending 28th February 2014 w S
e .
Another, Andrew © i + Employee Information
e
White, Snow

* Timesheet

v Assignment Potter, Harry
M 01/2014 Timesheet Weas|ey’ Ron Excess Enhancements (hours) Overtime (hours)
M 12/2013 Timeshieet Mouse Mic Basic ) —
! Mouse Mi ky Hours  sat.  Sun  Night wnsoc FUDNC Wk gy g gt unsor [JPUBNC
M 11/2013 Timasheet ouse Minnie ol. ay ol.
sheance , Duck Donald @

= Qrganiation

~ Emergency Cover

1 0172014 Timesheet input 0n Call (sessions) Stand By (sessions) Work Done (hours) Other thours)

W 12/2013 Timesheet Week  Week Public Week Week Public Week
Day End Hol. Day End Hol. Day
W 112013 Timesheet

Public ~ Week

Eet Ay Hol. Day

Sat, Sun,

M 1172013 Timesheet input

Ahsence summary

Action By At
Subrmitted 3rd Apr 2014 16:17

From the summary view you can view the full timesheet by clicking on ‘Show Full
Timesheet'. Claim can be authorised from this screen. Once authorised the claim will
be transferred to the payment file.

If the employee has a continuing sickness then there will be a © at the side of the
employees name in the list. Whenever you click on the employee’s record you will
receive an information message informing that the employee has a continuing
sickness. Click ok to proceed as normal.

This employee has continuing absence.
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3. Summary View

From the main screen you can go to the Summary view by clicking on Summary,
from this screen you can view, check, submit and authorise single, multiple or the
whole group’s claims.

o Preferences | Cha

Home » Attendance » Timeshest Status Thursday, 3rd Apnl 2014 16:13:34

y Self Service ‘QWCaIendarMumh12I2I]139nding29thFehmaw2[l14 J Q Fit Assignmient | Find Organisation

918 Your department (11 timesheets)

» Related

v Filters

The Summary view will show the total amounts claimed for each employee for
timesheet, emergency cover and additional information, plus claim status. Clicking on
the employees name in any section will take you to the individual's timesheet to
enable individual checking and authorisation.

Home » Attendance » Timesheet > ¢ Thursday, 3rd April 2014 16:22:36
: 918 your department, period, input ending - -
» Self Service [ A1 | tesTmesheet | Hashous  J SubmitSelected | Authorise Selected
:
v Related
; Enhancements Overtime
~ | Organisation r Assignment Status  Excess Basic Hrs
W 01/2014 Trmeshest Sat. Sun. Night Uns. PublicHol. Week Day Sat. Sun. Night Uns. Public Hol.
M 0172014 Timesheet input |71 Employee name Submitted
M 12/2013 Timesheet input o Employee name Submitted
W 11/2013 Trmeshest I 1 Employee name Submised
1 1142013 Timesheset input Lg Empk)yee TS Sl
1 Employee name Submitted 7.50
Absence summary
- « Employee name Submitted
r: EmploYee name Submitted |
r: EmploYee TS Submitted
Employee name _—
Submitte:
Employee name
I Data Entry
Employee name
3 Employee e Submitted 7.50
(mj Employee name Subrmitted
! Employee name Sl
" " Employee name i i
"t Employee name Submitted
I~ « Employee name Data Entry
Totals 1500
On Call Stand By Work Done Other
r Assignment Status . . .
Week Week Public Week Week Public Sun.fP. Week Public Week
Day End Hol. Day End Hol WDay/Sat. Hol Day Sk | S Hol. Day Sk | S
- | v

Once your checking is complete (see checking guidance below) - from the summary
screen you can choose which timesheets you wish to authorise by clicking on the
small box next to the individual's name.

EASY - 005 Authorisation guide v7.doc Page 6 of 9



NHS

@ Easy Blood and Transplant

Ticking a box in one section will select the employee’s records in each section.

et 5 > Summary Tuesday, 29th January 2013 11:54:25

" 918 your department snow: [ I T

~ Timesheet

Enhancements Owvertime
Assignment Status Excess Basic Hrs
Sat. Sun. Night Uns. Public Hol. Week Day Sat. Sun. Night Uns§ll Public Hol.

mnlnvea names

Submitted 1.00 3.00
. And Authorised 5.00 13.00 .00
TﬂAtsa?Lunment number 5.00 14.00 8.00 3.00
* Emergency Cover
On Call Stand By Work Done Other

 Assignment Status . . . .
Week Week Public Week Week Public Sun./P. Week Public wWeek Public
. WDay/Sat. Hol ay Sat. Sun. H Day Sat. Sun. Hol.

Day End Hol. Day End Hol D. ol.
nlnvea
Subrmitted  48.00 4800  24.00 1.00 3.00 1.00
mes,
ssignment Authorised  80.00 48,00 3.00 z.00 1.00
Totals 12800 96.00  24.00 4.00 3.00 1.00 200 1.00

S

~ Additional Information

Assignment Status Continuing Absence Comment Commented By Commented At
Fmnlnvea names Submitted L] Test comment Michells Goddard 29th Jan 2013 11:06
| assignment number Authorised °
Sth January 2013 EASY: Copyright @ 2013 Gilthyte Ltd,
[T T T ¥ mternet ESE

Ticking a box in one of the small boxes at the top of each section will select all
employees’ records in all sections.

Friday, 1st Nowember 2013 16:01:36

918 your department
¢ snov: [RECT R TN

+ Timesheet

Enhancements Overtime
Assignment Status Excess Basic Hrs
Sat. Sun. Night Uns. Public Hol. Week Day Sat. Sun. Night Uns. Fllblic Hol.
[+ Employee names Submitted
[¥ Employee names Submitted

Totals

r Emergency Cover

on call Stand By Work Done Other
‘D ignment Status - . . "
Week Week Public Week Week Public Sun./P. Week Public Week Public
Day End Hol. Day End Hol. WDay/Sat. Hol Day I Hol. Day I Hol.

Employee
M o nes Submitted  §0.00  48.00
)| Employee Submitted 5000 48,00
-names
Totals 160,00 96,00

- Additional Information

Assignment Status Continuing Absence Comment Commented By Commented At
ployee names Submitted o
FRCpeyeenames i Submitted )
st Novernber 2013 EASY: Copyright ® 2013 Giltbyte Ltd,
T @ T W tnternet I 7

Press the ‘Authorise selected’ button to authorise selected records. All authorised
records will be extracted to the payment file irrespective of the status of other
records.
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Checking Claims guide

Here are a few things to remember when performing checking:

1.

Check that the list of staff in the group/s that you can see is correct and where
necessary complete any NHSBT Pay Support documentation to correct.

Check absences and close down any absences where the employee has
returned to work

* Remember all absences must be at the authorisation stage to be extracted to
ESR

Make sure that you are in the correct month.
Have you checked all timesheets where there has been a claim?

* You must check claims and be satisfied that it is valid, accurately reflects the
work done and be in line with the appropriate Terms and Conditions

« Enhancements and Overtime cannot be claimed for the same hours

» Employees should claim Public Holiday Enhancement if the shift they work is
a shift they would have worked if the day had not been a public holiday

» Employees should claim Bank Holiday Overtime if the shift they work is an
extra shift above full-time (37.5 hours) and is NOT a shift they would have
worked if the day had not been a public holiday

» Employees should claim either Saturday or Sunday Enhancement and not
unsocial if the shift worked is on a weekend

 Check the summaries, ensure that the total number of hours claimed are valid
and correct

Have you checked all on-call / call out sheets where there has been a claim?

* You must check claims and be satisfied that it is valid, accurately reflects the
work done and be in line with the appropriate Terms and Conditions

* Work done / Other hours can only be claimed if the employee was on-call

* Check the summaries, ensure that the total numbers claimed are valid and
correct

For BD Nurses who have claimed AfB (away from Base)

* You must check that the AfB claimed is valid and accurately reflects the Duty
/ Session payment due, according to the actual number of hours, or part
hours, actually spent away from base

Have you checked all comments for any adjustments for payment?

* You must check claims and be satisfied that it is valid, accurately reflects the
work done and be in line with the appropriate Terms and Conditions

* You must make sure any adjustments have not been claimed previously.

You should not submit a claim on the behalf of an employee except if employee
is absent due to sickness, maternity, paternity or adoption
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9. Authorise all submitted claims by the published deadlines.

* NHSBT Pay Support will no longer be able to identify any unauthorised
records by the deadline and so the payment file will be extracted as per the
published deadlines

10. Only authorise once you have checked all claims and comments
Authorisation

To authorise from any screen you will be required to agree to the declaration and
input 3 characters from your security word.

A request to authorise
M 112012 has been made.,

This action requires that you authenticate your identity by providing a
sample of characters from yvour security word, If you do not wish to
proceed or did not initiate this request please click Cancel.

Please enter the the following characters from your security waord:

Character 1 Character 4 Character 6

If you have forgotten your security word please contact the NHSBT Pay Support
Helpline either by telephone on 0191 202 4455 (f/net 54455) or by e-mail to the Pay
Support Helpline e-mail box.

Related function

When in some screens you have the option to use the Related banner from the
navigation bar which will give you quick links to other related screens which can be
related either to the group or individual including a link to the absence function.

When in an individual timesheet record or in the edit view the Related banner
includes both assignment and organisation quick links.

I | A =
» Employee Infd
Surane, Forrane =
- [ — Surname, Forename ~ Timesheet
M oO1=201<4 Timeshaeat Sumame' Forename

Surname, Forename
Surname, Forename Dot

ate
Surname, Forename Start

M 12/201=2 Timesheset
MM 11,2012 Timesheet

shsence -+
P Surname, Forename ©
- Organiatian Saturday,

: 1st Mar i
M O12014 Timesheset 2013

< Sunday,
M 122012 Timesheet Snd Mar (
M 122012 Timesheet input E=E T

" Period
M 1120132 Timeshaeaet Totals
Somm e ST T

When in the Summary view the Related banner includes group quick links.
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: REIatd i Enhancements

M Organlsatmn I_ ﬂssignment Status Excess Basic Hrs

M 01/2014 Timeshazt Sat. Sun. Night Uns. PublicHol. ¥

M 012014 Timeshest nput | || EMployee name Submitted

M 12/2013 Timesheet input || Employee name Submitted

M 11/2013 Timesheet r Emp:oyee name Subrmitted

M 11/2013 Timesheet input :: E:;g: :ﬁg EEE:::::

Lbsence summary r Empl oyee name I
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