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Accessing Brightwork Online

Brightwork Online 3 About Markets Services News Contact BWSR

To get started with Brightwork Online, first open your web browser. Next, enter
www.brightwork.co.uk in the browser location bar or address bar. You will be

— 5 . 4 o / t
presented with the Brightwork homepage and should select Brightwork Online on : 1 -
the upper navigation menu (top left). (See image 1). g l _ >
Once the Brightwork Online site has opened, you will be prompted to select your ' ‘
temporary worker / contractor status, then provide your Username and Password,

which will have been generated and sent to you directly from the Brightwork B FindaJob.. §| seeon
Online system or via your Brightwork consultant. .

We currently have 204 opportunities waiting for you...

Image 1
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Once you have logged in, you will be presented with your main homepage within
your self service portal. The navigation menus are located across the top of the
page, starting with the Home menu item on the left.

The menu bar options are likely to include the following as shown on the right: ( )
(see image 2) | . : . :
Home: Timesheets *  Expenses v Inwoicing = Contrsct Documents = Profiles My Details = Contact v Logout Exit User
e Timesheets — this provides access to new, draft and previously submitted @ Switched to Mr A Ltd Company Contractor
timesheets. Welcome to your Brightwork Online Portal
Brightworl: Online is our timesheet management system which offers you full visibility of your timesheets, expenses, payslips and more.
° EXpenSeS — Wh|ch a”OWS tem porary Workers and COntraCtOrS to Subm|t new Please feel free to contact us during your placernent with us should you require any assistance using this service,
rou can contact the team on help@brightwork.co.uk or via 0141 272 8155, alternatively please speak to your recruitment consultant,
aﬂd aCCeSS hISTOI’ICa| eXpenSG C|aImS Whel’e appllcable If your placement is coming to an end please visit http:/ fwww.brightwork.co.ukfjobsy to see what exciting new opportuni
Please remember to make sure your timesheets are enlered promptiy fo ensure payment on fime.
¢ |Invoicing — provides ability to access invoices and credit notes (applicable for \_ )
Limited Company Contractors only).
Image 2
e Contract Documents - Currently Unavailable
e Profiles — this gives details of your placements.
e My Details — where you can update your contact details and change your system
preferences providing your consultant has given you permission to do so.
e Contact — access to information and forms, change of address and
statement of earnings.
e Log Out — click here to log out, closing browser window will not end the session.
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Your Self Service Portal

In addition to submitting timesheets and expenses, you have access to the
following functions:

e All placement information including information requests.
e Your profile information, including the ability to update.

e Reporting of historical placement data.

¢ Viewing individual timesheet history and approval routes.

e Action Brightwork information requests and/or submit queries using the in
system comments feature.

e Viewing and printing payslips, self-bill invoices or advice notes and
remittances.

e |f you are a Limited Company contractor, the uploading of your supplier
invoices against advice notes.

e Summary dashboards which include; recent timesheets, purchase invoices
(for Ltd Company Contractors only) and current placements (see image 3).
By selecting the Show all button on the Recent Timesheets dash you can
view all your timesheets. You will also have the option to filter the timesheets

by selecting specific filters, including Client, Manager, Consultant and Status.

Version 1
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| Home  Tinesheets ~  Expenses ~  invoishg ~  Cortract Documerts ~  Profies v My Defaks v | Gontact ~  Logout Ext User

© Switched to Mr 4 Ltd Company Contractor

Welcome to your Brightwork Online Portal
Brightwork Online is our timesheet management system which offers you full visibility of your timesheets, expenses, payslips and more,

Please feel free to contact us during your placement with us should you require any assistance using this service.
You can contact the team on help@brightwork.co Uk or via D141 272 8155, alternatively please speak to your recruitment consultant,

If your placement is coming to an end please visit http:/ /www.bri

k/jobs/ to see wh g new await or contact your recruitment consultant today.

Please remember to make sure your timesheets are entered promptly to ensure payment on time,

My Details Current Placements (1)
Ref  Job Title
Name: Mr & Ltd Company Cantractar -
Ref: 00002 0002 New Placement Brightyrork Consultant Brightmork Client A Manager
Accounts Ref:
worker Type: L
Self Bill
Address: 1 Smith Strest, Edinburgh, EH3 78D,

view full details

Recent Timesheets (3)

Recent Purchase Invoices & Credits (1
Invoice Number Invoice Date - Net VAT  Gross Paid

0 Status Placement  Client End Date Pay (GBP)

$B-000001 29/08/2016 3 28875 000 288.75
Create  Missing o002 Brightwork Client  04/08/2016 0.00%
Create  Missing o002 Brightwork Client  28/08/2016 0.00% * lease view the check the ci date for th
117633 Invoiced: SB-000001 0002 Brightwork Client  21/08/2016 28875
Show il

* Estimated valus based on sontracted hours and default rate

Temporary Worker / Contractor
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Timesheet and Expense Basics

Timesheet status explained: (see image 4)

Missing: Timesheets that should be received during a specified date range (- : )
Recent Timesheets (5)

but have not yet been created.

. Status Placement Client End Date Pay (GEP) Charge (GBP)
Draft: Saved but not yet submitted. There are no draft expenses. Create Missing 00001 Brightwork Client  04/08/2016 0.00% 0.00*
. . . . 117635 Draft ooool Brightwork Client 28/08/2016 o.00% 0.00*
Submitted: Created and submitted for approval. Submitted timesheets and 117634 Draft 00001 Brightwork Client  21/08/2016 0.00* 0.00*
expenses Cannot be mOdlfled [Se) p|ease ensure the deta”S are 117636 Approwved 00001 Brightworlk Client  14/08/2016 2588.75 367.50
L 117637 Submitted 00001 Brightwork Client 07/08/2016 288.75 367.50

correct before submitting. <how all

* Estimated value based on contracted hours and default rate

Approved: Approved by your manager for payment. \_

Rejected: Rejected by your manager. This is usually because of incorrect
hours or expense lines. The manager may have provided a
comment as to why the timesheet or expenses was rejected.
Once rejected, the timesheet becomes a draft for editing and
resubmitting. Expenses can be edited via the expenses Rejected
menu option.

Image 4
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Entering your Timesheet

To begin, hover over Timesheets from the main menu bar at the top of the screen
and select Create. You will then be prompted to select the Placement from the
drop down box to which to enter time for, as well as the Week Ending Date. You
can use the provided calendar popup to help you select the correct date.

Ailternatlvely SeleCt Create agalnSt the mlSSlng tlmeSheet On your Recent zl:cahsﬁ:ys;lfrsumogrl;a::sﬁ?r\gsoefnyg\uerﬁg;;e;fev;:Dégz;aﬁ&eyzrsrezlgﬁsalg::gd you are entering and you have chosen the correct rate for the shift you were working
Timesheets dashboard (see Image 4). < VRS i U i g ST i G A 00 e D G e w0 G T oo S kS
You will now be presented with a blank timesheet. The form will have a timesheet it e i Siartad

ID created once saved plus details of the placement against which the time is

being entered. In the centre of this form is a time entry area where you will be Jon [ asc ) 00:00 o
presented with each day of the selected placement (see image 5). JDue (e e 0000 ”
The basic rate is selected by default here, so you can start entering your time for i bme JLm JU_mem JLmm ) 0 s
each of the days. The Total Hours (or Hours Claimed) is calculated automatically.
If you require additional rates, simply select the appropriate item from the Rate
. . ) Paper Sheets Rate Information
drop-down. The previously entered times will then move further down the screen i
allowing for more time to be entered in the Time Entry area. b foly Toemss o fomw oo
bank holiday  Hourly GBP16.50 00:00 GBP0.00
When you are satisfied with the data entered, click the Save and Submit button il O I :::::
to issue the timesheet for approval. Alternatively click the Save as Draft button to \_ -/
submit or edit at a later stage. Image 5
If you have saved your timesheet as draft, you will be presented with two buttons,
Edit and Submit.
Clicking the Edit button will allow you to make changes to your draft timesheet.
By clicking Submit your draft timesheet will be sent to your manager for approval.
Please note, once a timesheet has been submitted you will not be able to modify
this timesheet again, unless your manager rejects it due to errors or inaccuracy.
Version 1 Brightwork
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( Timesheets ¥ Expenses ¥  Contract Documents ¥  Profiles ¥ = MyDetails ¥  Contact v l\
Draft TlmGShGGtS S MR

Unauthorised

Approved
If you have created timesheets and saved them previously (without submitting), 22;?2?"
you can still access them by selecting Drafts from the Timesheet Menu
(see image 6). In order to modify (or submit) a timesheet click on the ID of the = ;’bmit \x:i:/\ SoherTipe Soterfel MomerBefel fode Ttk
timesheet. You will then be taken to the timesheet form described in the Entering 17634 | O Worker, A T
Your Timesheet section. Please refer to these instructions to edit and submit your
draft timesheet. \ J

Image 6
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Submitted Timesheets

If you need to check details of your submitted timesheets, or to see whether
your manager has approved them, select Unauthorised, Approved or Rejected
from the Timesheets menu. Note that rejected timesheets will appear in your
Rejected section and approved timesheets will appear in your Approved section
automatically.

You can now view the status and summary of your submitted timesheet. By
clicking the timesheet ID you can also see a detailed view of the same timesheet.
Note that you can only modify rejected timesheets. You can also view recent
timesheets via the worker dashboard (if enabled).

-
&# Brightwork

»  Contract D »  Profiles v

My Details v

Contact v

Logout  ExitUser

ghtwork Online Portal

Image 7
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Entering Your Expenses

Create Expense Sheet

Expenses can on|y be C|aimed on Certain p|acementsl P|ease Speak to your Placement: | 00001 - New Placement (Clent: Brightw ork Cient) (Manager: A Manager) v Period: | 2900816040916 v
recruitment consultant if you believe you should be able to claim expenses on your
current placement.

Expense Claim - A Worker Description:

. Unit ales
Category RECEIPt pescription Units Net Net Tax 5?;‘;5 Gross Currency Receipt Copy  Remove
Rate

First click Claim Expenses from the Expenses menu at the top of the screen. You + (s ooeer G5 v)[crose ] Nofiocnosen P
will then be prompted to select the Client and Placement you wish to claim against ) (o) osroton ) (et voieoromer x
(see image 8). ) (i) Berton T [ x

. . . v | dermmy G387 v | Choose Fie | No fie chosen %
You will now be presented with a blank expenses claim form. N e = —————— .

v || daimmvyyy | Description. G v

B

No file chosen

In this example, a default template and a gross value entry method are already
selected for you. If these are correct for your claim, you can immediately start
entering the details of your claim. Otherwise, simply select the correct template P e ———————
and entry method from the provided dropdowns before continuing. ) o) (seroen ) [emsari] oo e

No file chosen

Choose File | No file chosen

8
g
2 2/ (g
Il
3
t t t t t t t t t
x

%
Once you have filled in all the required fields and saved, you should see a screen ° - o Cony 3 prvious expense claim
similar to image 9 on the next page.
If you need to edit your claim please click the Edit button option. Once you have [ o fecresen
finished your claim, just click the Submit button. \_ _J
Image 8
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é A

Expense Claim

Submitted Expenses

J Expenses Approvals Histary W

If you need to check details of your submitted expense claim, or to see if Expense Claim 44568 Mr A Worker Draft

your manager has approved them, click Unauthorised, Approved or Rejected i s et st

on the Timesheets menu. Note that rejected expenses will appear in your p eI — " gﬁg o = = 16 -G%%
Rejected section and approved expenses will appear in your Approved section o Receipt

40 0.40 16.00 0.00 16.00 16.00

automatically.

You can now view the status and summary of your submitted expense claim.
By clicking the relevant expense item you will be able to see a detailed view of \_ -/
the expense (see image 9). Note that you will only be able to modify rejected

: Image 9
expense claims.
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InVOiCC and Billing ( I Home  Timesheets v  Expenses Wamv Profiles ¥ MyDetails + Contact Logout  Help Est:.__ \
Search for Advice Notes List Supplier Credit Notes

Date Ranges “ 1D/Ref Ranges “ By List ‘

If you have signed a self bill agreement with Brightwork, we will create your e
invoices on your behalf and you are therefore not required to submit an invoice Filters

: o . e A v
to Brightwork. You can access your self bill invoices via your dashboard or by e s
selecting ‘list invoices’ from Invoicing on the main menu. You will be able to see R =
your invoice details and a note of when it was paid. o
If you have not signed a self bill agreement, you will need to supply an invoice Worker Type | A1 =
before we can pay you. To do this from the menu bar, select Invoicing then Advice Exported Status | A1 ¥ sent status MY
Notes, then List Advice Note. i
Use the filters to search for advice notes waiting for you to create an invoice )
against. For example, by leaving the filters at their defaults and selecting Search, i i i
the system will return all advice notes; or you could search for just the advice 1 s (20 v
notes that do not have an uploaded invoice against them by selecting Supplier soisc [ soouninet et sencer o e s
|ﬂVOice S’[a’EUS: NOt Uploaded. (m] Arﬂqpﬂ}n 00002  Mr A Ltd Company Contractor ~ worker A Ltd Company Contractor = 29/8/2016 zz::g GE

. . N N . . <prev. {1 next 1 total records 2 v
In the list of advice notes, click Upload to upload an invoice to match the advice
. {Downioad s zip L print otoctoc Rspat ] cov Jouwntond schmdi
note (see image 10). \_ J
Image 10
e |n the Your Invoice Number field, enter your own invoice reference.
¢ In the Your Invoice Date field, set the date of your invoice. (. )
Home Timesheets = | Expenses +  Inwoicing +  Contract Documents = | Profiles = | Wy Details = | Contact = | Logout Exit Uzer

e The Net field is pre-populated with the amount from the advice note.

Upload Yaour Invoice
Advice Mote Details

e The Sales Tax Code field is pre-populated with the information from the e e e R e e e e
Mf A

AM-000001 waorker A Ltd Company Contractor 29082016 231.0
placement.

Invoice Details
Your Invoice Number Your Invoice Date Net Sales Tax Code Sales Tax Rate Sales Tax Amount Description

e The Sales Tax Amount is pre-populated based on the Net and Sales Tax

2942/2016 231.00 GBP | S0(Sales None) v 0,0% 0.00
Code fields. B
nvoice File
) o ) ) Uplead Hew File: E:F-.nws; B Click Upload sfter selecting fils
e |f required, enter a description for the invoice. | R
File uploader type:
e Click Browse to search for the invoice on your computer and click Upload. & Fiash (recommandc) D
¢ \When the file is uploaded, a red line appears across the name of the upload file.
Image 11

e Click Save and the Invoice details are saved.
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If you need help, please contact your Recruitment Consultant or contact us at the
following:

Email: help@brightwork.co.uk
Phone: 0141 272 8148

Version 1
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