Electronic Timesheet
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2 Njord Web Portal - Login - Windows Internet Explorer provided by Adecco
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1. Login at https://reg.adecco.fi/AdaptWSC/ :siuwms tor | |

i

Adecoo Worldwide )
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better work, better life

Candidate Registration ‘ in

‘Job Search ‘

User Name:

‘ Password:

Forgot your password?
Enter your user name and click here

If you have forgotten the
password, you can request for
it by entering your username
and clicking "here’link.

You can change your
password on "Security” tab.

[
| #4 Our obligation to protect your information is our highest priority. For your pratection
‘j you will be asked from time to time to refresh your browser during this session. To do [Submit|
L L |

this, click on the refresh function on your browser

You will receive user
name and password by

email. Enter you login
details and click
“Submit”.
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Electronic Timesheet

Instruction

1. Login at
https://reg.adecco.fi/AdaptWSC/

2. Approve your working agreement
documents before reporting working
hours.

Adecco

better work, better life

£ Njord Web Portal - Sign documents - Windows Internet Explorer provided by Adecco i8] x{

G = (][ [ Hosre sieco i BB e e

e fesigrdocs view.jsp

Fle Edit Vew Favoites Toos Help

st |5

£ Nord b Pt -Sion docments | | v 7L P ety Tookv

IR
Adecco

better work, better life

Candidate Profile ‘ |

‘cv

Adecoo Worldwide )

‘ | You have documents waiting for your electronic signature. Please take your time to read the documents before you check to agree. By agreeing a document, you
‘Dm:ument ‘ ‘ sign that you have read and that you accept the content.

You can also skip this for now and wait to sign the documents until next time, but be aware that Warking Agreements and Confidentiality Agreements must be

Sign documents
‘ L signed before you commence any assignments covered by the agreement.

i |
‘EnlerTime ‘
: Documert Name Valid from
Time Sheet Hist

i ‘ Tybsopimus ENG pe 00113
Job Search ‘

Job Progress ‘

ﬁlpdale Availability ‘

Adecco company Check to Agree
Adecco Finland Oy | View / Donload O

|Remove Profile |

Open the
document by
clicking “View /
Download”.

‘Securily ‘

T Tick off "Check to Agree”

box for signing off the
document.

1 Our obligation to protect your infarmation i our highest priority. For your protection
'-ﬁ you will be asked from time to time to refresh your browser during this session. To do
‘ ‘e this, click on the refresh function on your browser
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Electronic Timesheet

Instruction

1. Login at
https://reg.adecco.fi/AdaptWSC/

2. Approve your working agreement
documents before reporting working
hours.

3. You can edit your profile on Candidate
Profile tab.

P

better work, better life
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{7 Njord Web Portal - Update CV - Windows Internet Explorer provided by Adecco

{ } Lk
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" Niord Web Portal - Update CV

You can upload or
delete CV on CV tab.

betfer work, better ife Adecoo Worldwide 3

Candidate Profile |

s

‘ Document

‘ ‘ Please use the browse button to select a CV to upload (TIF, TIFF, JPG, DOC, DOCX, PDF, TXT, SXW, RTF and ODT only):

Enter Time ‘
[Time Sheet History ‘
Job Search ‘
Job Progress ‘

ﬁlpdate Availability ‘
|
‘Securily ‘

Log Out ‘

Browse:
‘Sign documents

‘ Remove Profile

[
| . S
iSubm\tl ;Cance\}

_—

| you will be asked from time to time to refresh your browser during this session. To do
this, click on the refresh function on your browser.

ﬁ Our obligation to protect your information is our highest priority. For your protection
T
|

You can save the changes
made by clicking "Submit”.
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Electronic Timesheet (4)

{2 Njord Web Portal - Enter Time - Windows Intemet Explorer provided by Adecco Y
frandidate/entertive view.jp ngJ -). I;, Googls Pl |

I n St r u Ct i O n @‘;:r e e

Fle Edt Vew Favoites Toos Hep

Select week from the calendar or
B click the sign between arrows for
displaying current week.

<7 Favorites |1@.

»

. NordViebortal-Erter e HiE B PO Fee e Tk

Login at https://reg.adecco.fi/AdaptWSC
Approve your working agreement

.
Ll =l

r

N —

documents before reporting working betir work, beler e (g ) |
hO U rS . ‘Candidﬁte Profile LW_ me. Wﬁ :\l
3 . You Can ed it you r prOfiIe On Candidate ‘CV, J Select aweek to enter time. You can gp¥ate a new timesheet for your assignment or add time to already submitted timesheets.
Profile tab. s S| WO S 7YY
4. On Enter Time tab you can report T — . .
Enter Time ‘ Create new timesheet for assignment
worked hours. |
| Time Sheet History ‘ Assign#t Client Job Title Associate Contact Dates
‘J0b Search ‘ 133895336 TSTPOKLE 12.12. Assistentti TST POK Kati Kontakti 0140113 - 31/03/13 |@
Job Progress

[ ‘ Amend existing ti

Update Availabili
L b i Mo timesheets created for this week.

Remaove Profile

“

RemoveProfle |

Secury \ Click "Create” button for
|

ILogout entering worked hours.

£ Our obligation to protect your information s our highest priority. For your protection
"a you will be asked from time to time to refresh your browser during this session. To do
{

|
this, click on the refresh function on your browser M
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Electronic Timesheet

5

If you have not had work shift, leave the
day empty. Note. See more
instructions on page 9.

better work, better life

. F'hqord Web Portal - Enter Time - Windows Internet Explorer provided by Adecco _ =i8lx
InStrUCtIon @‘:’ '9K |‘.‘: hitps: /req adecco. ifAdsptiSCfrandidate tmecard_view jzp ngJ _';_3'5’(-%2‘% /J
Fle Edt View Favorites Toos Help
. ) <7 Favorites |1p.
1. Login at https://reg.adecco.fi/AdaptWSC : wmums-sem || You can send your timesheet for
2 Approve your working agreement approval by clicking "Submit” or
documents before reporting working save it for later by clicking "Save for
hours. beffer work, better fe Latier (DU,
3. You can edit your profile on Candidate Cancidt Prfle
Profile tab. . - Tstrociens
g Document
4. On Enter Time tab you can report — T T s e T
worked hours. = : 10213 120013 130213 140213 150213 160243 170213
5. Etntr:[,\rt your w%rl:_ed hou(;s bto wkeei-]tdy view: st o, e e
S ar Ime, en Ime an rea - ) you ‘JobSearch ‘ Braak (In Wins) lﬂ ,ﬂ 'ﬂ 'ﬂ ,ﬂ m m
work night shift, enter your working b Poges | g B s Ips e l1s o b e
hours to same day E.g. 22:00 — 06:00. e R R e it il )
Warking Hours 95 75 15 I 0.0 00 00 20

Remaove Profile

;I 20 00 0.0 00 0.0 0.0 00 20

‘Securily

| Log Out

Accident at work / Accident during commute

Child's sickness

Meals (Restaurant sector)

Overtime
| Owm sickness
Yearly vacation
“; | you vl be asked from time to time to refresh your D

his, click on the refresh function on your browser.

If you have agreed to work
overtime, select
"Overtime” from the drop
down list and enter

[Submit [save for Later| |Cancel

Register sick leave by selecting
“Own Sickness” or “Child’s
sickness” from the drop down

list and enter absence hours.
Remember to enter work shift to
the weekly view.

overtime hours to correct
day.
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Electronic Timesheet 6

{2 Wjord Web Portal - Enter Time - Windows Intemet Explorer provided by Adecco = I 8
|nStructi0n @-‘;v {9 < bt e adecc T8 cose i
Fle Edit View Fauoites Toos Help
v Favortes |u5
1 . Login at ", Mjord Web Portal - Enter Time | | ;’f} L B m v Page~ Safety » Took - @v 2

https://reg.adecco.fi/AdaptWSC/  pmEE
2. Approve your working agreement

| Adeceo Worldwide ()

documents before reporting working beferwor befer fe
hOUI’S. Candidate Profile | Er

3. You Can edit yOUf prOfile On Candidate s Select aweek to enter time. You can create a new timeshest for your assignment or add time to already submitted timesheets.
Profile tab. i s s Biilels

Sign documents

4. On Enter Time tab you can report

ATTENTION: A timeshest has been rejected. Click "Amend o read the reason, correct and resubmit the timeshest

Enter Time
IS e Time Sheet History || Timesheet  Assignit Job Tite Associate Contact  Status
5. Enter your worked hours to weekly view: nson o e st TSTPOKat Kk Rt i
start time, end time and break. If you rr—
work night shift, enter your working Uplte by
hours to same day E.g. 22:00 — 06:00. i
If you have not had work shift, leave the L*o"
.09 Oul

Click “Amend” and correct
the timesheet.

day empty. Note. See more
instructions on page 9.

6. On Enter Time tab you can amend
rejected timesheets, where is incorrect a ij'ﬁi‘tk:fﬁ;g:ttfiﬁbhy"gi“’d‘yi{my”“w —
information or information missing. —— '

{ I\IjUrU |ra|n|ng - blue udras
o voIrd
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Electronic Timesheet

Instruction

Login at
https://reg.adecco.fi/AdaptWSC/
Approve your working agreement
documents before reporting working
hours.

You can edit your profile on Candidate
Profile tab.

On Enter Time tab you can report
worked hours.

Enter your worked hours to weekly view:
start time, end time and break. If you
work night shift, enter your working
hours to same day E.g. 22:00 — 06:00.
If you have not had work shift, leave the
day empty. Note. See more
instructions on page 9.

On Enter Time tab you can amend
rejected timesheets, where is incorrect
information or information missing.
Read “Reason Rejected” and amend the
timesheet.

P

better work, better life

{2 Njord Web Portal - Enter Time - Windows Internet Explorer provided by Adecco

s -
@k,; w || X || bttps: e adecen facaptitsc andate fmecard view s

e BREs

Fle Edt Vew Favoies Toos Help

¢ Favorites |{5

" Nord Web Portal - Enter Time:

From “Reason Rejected” you
can see why the timesheet

better work, better life

Candidate Profile |
o Time Card:
Week:
Document Client:
- = Current Status

Sign documents

Break (In Ming)

Overtime and absences

|| Reason Rejected:

Warking Hours

111306968

201306

TST POK LE 12.12.
Rejected

has been rejected.
Resubmit the timesheet for

approval by clicking
“Submit”.

Hi, please correct end time for Tuesday. It should be 17.00 Thanks!

Enter Time
‘Time Sheet History
Job Search In
Job Progress Out
Update Availability
Hrs Reg
Remove Profile
Security
‘LO‘J Out |—Nonef
|~Nanef
I—Nnne—
£

P I' you will be asked from time to time to refresh your browser during this session. To do

Monday Tuesday Wednesday Thursday Friday — Safurday Sunday

04102/13 05/0243 08/0213  07/02113 0B/02/13 0910213 10/02143

7.5 75 75 [ 15 0 0 375

Monday Tuesday Wednesday Thursday Friday  Saturday Sunday Sum

75 75 75 [£] 15 0 0 Jis
d 00 00 0.0 00 0.0 00 00 00
LI 0,0 0.0 00 00 0.0 00 00 0,0
d_[l[! 0.0 00 00 0.0 00 0.0 00

‘= this, click on the refresh function on your browser

Our obligation to protect your information is our highest priority. For your protection

Submit| | Save for Later | Cancel

VoIl
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Electronic Timesheet

Instruction

N —

Login at https://reg.adecco.fi/AdaptWSC/
Approve your working agreement documents
before reporting working hours.

You can edit your profile below Candidate
Profile tab.

On Enter Time tab you can report worked
hours.

On your worked hours to weekly view: start
time, end time and break. If you work night
shift, enter your working hours to same day
E.g. 22:00 — 06:00. If you have not had work
shift, leave the day empty. Note. See more
instructions on page 9.

On Enter Time tab you can amend rejected
timesheets, where is incorrect information or
information missing.

Read “Reason Rejected” and amend

the timesheet.

Finally log out by clicking “Log Out”.

P

better work, better life

72 ¥ord Web Portal-Enter T - Windows Internet Explorer provided by Adecco Il - -lax
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Adecco

befter work, befter ife | Adecoo Worlduide

Candidats Profile Adecco Kl

v

Selact a week to enter fime. You can create a rew timeskeet for your assignment or add time t alieady submitted imeshaets

Week E‘ AIN

Document

Sign documents
Enter Time

‘Time Sheet History
Job Search

Job Progress
Update Availability
Remove Prfile
Security

Log Out

Click “Log Out”.

/4 Qur abligaticn to protect v
* 1) you vill be asked fomfind
= ths, lick on the reffech func®

Sign dacuments

befter business

VoIl
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Electronic Timesheet

Instruction

Submit every Monday previous week’s
timesheet for approval by 12:00.
Reporting sick leave:

Enter planned working hours: end time, start
time and break to weekly view. Select “Own
Sickness” or “Child’s sickness” from the drop
down list. Fill in number of hours

for the correct date. E.g. 7,5

Reporting overtime:

If you have agreed to work overtime, enter
planned working hours: end time, start time
and break to weekly view. Select “Overtime”
from the drop down list. Fill in only overtime
hours for the correct day. E.g. 2,0

Reporting meals on restaurant sector:

If you have agreed a meal reduction in pay,
select "Meals (Restaurant sector)" from drop
down list and mark "1“to the days, when you
are dining.

Pekkanen, Frost add-on,Temperature add-on,
Travelling time,Suppliment for head
waiter and Other add-on: Select add-on from
the list and enter hours to the correct days.
Vacations must be agreed beforehand

with Adecco and with the company you work in.

i

better work, better life

"> Njord Web Portal - Enter Time - Windows Internet Explorer provided by Adecco =18 “>_(J
@f\a %[5 it g deccn fdaptt5Clesndcatefvecad,iew F8 [ songe £l
Fle Edit View Favorites Took Help
Y
<, Njord Web Portal-Enter Tme 1 | Lol me e B @ 7
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r

befter wark, befter Ife

Candidate Profile
w

Document

Sign documents
Enter Time

Time Sheet History
Job Search

Job Progress
Update Availability
Remove Profile
Security

Contact Us

Log Out

VoIl

befter business

[ Week 0405

Adoceo Workdwide

Client: TSTPOK LE12.12.
Monday Tuesday Wednesday Thursday Friday  Saturday  Sunday
um
2101114 28001114 29001114 30001114 310114 010214 0200214
In 09:00_»] |09:00 =] [0%:00 =] [02:00 ] [03:00 ] 0 U
Out 1700 %] 1700 = {1700 =]  [17:00 ] 1700 7] O U
Bleak (niins) R REE R 0
His Reg 15 15 75 15 15 0 0 35
Overtime and absences Monday Tuesday Wednesday Thursday Friday  Saturday Sunday  Sum
Woring Hours 515 15 5 15 |b 0 s
e I 10 0 00 00 00 00 00 00
Accident at work / Accident during commute 0 L Ll 0 L L b oo
Chids sickness 00 00 00 00 1.0 00 00 00
Frost add-on
Meals (Restaurant sector)
Qther add-on
Ovettime
Own sickness
Pekkanen
_?“PP‘EWEM fﬂ'dgead water our highest priority. For your protection
emperature add-on h your browser during this session. To do
Traeling time Uwyser. 4 Submit| | Save for Later |Cancel
Yearly vacation
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