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Step 1
Sign into the Cambridge Casual Worker System (CCWS) using your Worker account.

https://cambridge.dashboardtechnology.co.uk/
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Sign in to the Dashboard

Sign in with your University account

Primary email *

Password *

Sign in
[ Remember me

Forgotten your password?

Partal registration is currently disabled

Didn't receive confirmation instructions? Confirm your account
Didn't receive unlock instructions? Unlock your account

%RRI/IE&?SGO E Walter Strike v

Signed in successfully.

Welcome Walter Strike to your Cambridge University account
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Step 2

Select the Timesheets button.
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Home

My Profile
Availability
Jobs

Timesheets

Home

Welcome Walter Strike to your Cambridge University account

My Profile

Availability

Walter Strike v

Signed in successfully.

Timesheets




Step 3

The Timesheets page will display a list of outstanding Timesheets to submit.
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Step 4

Timesheets

Manage Timesheets

Booking Reference Match

Booking Title

Booking Type

Department

Location

Job Title

Walter Strike

Timesheet Date From:
Timesheet Date To:

Timesheet Status

Status

Clear Search

Ref% Booking Title =

209032 | Examiner Booking

209031

Exzminer Booking

209029 | Lecturer Booking

Booking Type &

Direct Baoking

Direct Booking

Direct Booking

Department #

Department of
Veterinary
Medicine

Department of
Veterinary
Medicins

Department of
eterinary
Medicine

Location %

Department of
\eterinary
Medicine

Department of
Veterinary
Medicine

Department of
Veterinary
Medicine

Job Title %
=miner -
External (SP49)

Examiner -
External (SP49)

Lecturer -
Standard

Total Time  Total Pay (£} Status$

co-00 £0.00

24/05/2022
0200 - 13:00

£36038

Locate the first Examiner Booking in

number order from within the Ref column.

Booking Title =

Examiner Booking

Booking Type ¥

Direct Booking

Department =

Department of

\feterinary

Medicine

Location
Department of
“Weterinary
Medicine

Job Title =
Examiner -
Sxternal (SP48)

Total Time  Total Pay (£) Status >

Action

oo £0.00 @ =dit

B expens

209031 | Examiner Booking

Direct Bocking

Department of

eterinany

Medicine

Department of
Weterinary
Medicing

Examiner -
External (SP49)

[# edit

[ =pense: [0

208029 | Lecturer Booking

Direct Bocking

Department of

\eterinary
Medicine

Department of
Weterinary
Medicing

Lecturer -
Standard

24/08/2022
0800 - 13:00

£3G030



Step 5

As this was a Draw Down booking, we first need to input the hours worked during this week.

Select the Edit button from the far right-hand end of the timesheet.

Ref = Booking Title = Booking Types  Department =

208032 | Examiner Booking Direct Bocking Department of

\eterinary
Medicine

209031 | Examiner Booking Direct Booking Department of

\feterinary
Medicine

208029 | Lecturer Booking Direct Bocking Department of
eterinany

Medicine

Location =

Department of
Weterinary
Medicire

Department of
“Wetarinarny
Medicine

Department of
Weterinary
Medicine

The Edit Timesheet page will be displayed.

Job Title 3 Date = Total Time
Sxzminer - Dates 0000
External [(SP43)

Examiner - Date: 000
External [SP48)

Lectursr - 240542022 04:00
Standard 09:00 - 12:00

Total Pay (£)  Status = Action
200 o
£0.00 To submit
£3603% Zupmittzd B epen

Woot=

Timesheets / Edit

Toital howsrs entered for thes bookng 0
Howrs remasning: 10

Start Time

0000

Edit Timesheet
Booking Detaih:
Ref Booking Title
205031 Examiner Boolkang
Contact Boaking Type
Derect Boni ng
Dress Code Instructions for Workers

End Time
00:00

Booking Date

30/05/2022 - 050652022

lob

Esaerangr - Extermal (SP49 (2 1)

Location
Departrment of Vetermary Medstine

Unpaid Break

Ne break

Walter Serike m -

Thes is & draw down booking. You can create multiple trmesheets for the dates and tmes worked during the week using the "Add More bution.
Total howrs 1o be worked for thes boolang: 10

The page will contain a blue notice reminding the worker that this is a draw down booking and
that multiple timesheets for this week can be created by selecting the Add More button.




Step 6

In this case the Examiner worked from 09:00 to 14:00 on Tuesday 31 May 2022 and

Thursday 2" June 2022, a total of 10 hours during the week as agreed.

Enter the appropriate information in the timesheet fields, as shown below:

Date Start Time End Time

Unpaid Break

I 31/05/2022 09:00

14:00

I No break

In this example, Tuesday 31/05/2022 has been selected and a Start Time of 09:00 and an End

Time of 14:00 has been entered.

Press the Update button.

The Manage Timesheets page will have been refreshed with a yellow message at the top
stating that the timesheet has been updated. The total pay figure for that timesheet will also

have been calculated.

Actions

Update

Timesheets

Walter Strike m ~

The timesheet has been updated.

Manage Timesheets

Booking Reference Match
Booking Title

Booking Type

Select Ref = Booking Title =

All On
Page ]
m} 209032 | Examiner Socking
m} 200031 | Examiner Socking
-
!‘:'.:"'. .cele:e

Displaying all 2 timesheets

Department

Location

Job Title

Booking Type = Department = Location =

Direct Booking Department of Departrent of
Weterinary Weterinary
Medicine Medicine

Direct Booking Department of Department of
Weterinary Veterinary
Medicine Medicine

Timesheet Date From:

Timesheet Date To:

Job Title Date =
Examiner - Datzz
Extermal [SP49)
Examiner - Dates
Extemal [5P4D)

Total Time

00:00

Clear Search

Total Pay (£)

Action




Step 7

The worker still needs to submit the hours worked on Thursday 2" June 2022 from 09:00 to
14:00.

To do this, select the Edit button from the far right-hand end of the timesheet for the same
booking.

Select Ref = Booking Title 3 Booking Type = Department = Location ¥ Job Title ¥ Date 3 Total Time Total Pay (£) Action
All On
Page ]
m} 200032 | Examiner Bocking Direct Booking Department of Department of Sxaminer - Dat=s 00:00 £0.00
Veterinary eterinary Extemal [SP4D)
Medicine Medicime
] 209031 Examiner Booking Direct Booking Department of Department of Exarniner - Diates 05:00 £946.87
Veterinary ‘eterinary Extemal [SP43)
Medicine Medicime

The Edit Timesheet page will be displayed showing a blue message indicating that 5 hours
have been entered with 5 hours remaining. Select the Add More button.

Timeshests / Edit Walter Strike v

Edit Timesheet

Booking Details:

Ref Booking Title Booking Date Expiry Date
200031 Examiner Booking 30/05,/2022 - 05/06,2022 20/05/2022 14:54
Contact Booking Type Job Event

Direct Booking Examiner - External (SP49) (x 1)
Dress Code Instructions for Workers Location

Department of Veterinary Medicine

This is a draw down booking. You can create multiple timesheets for the dates and times worked duning the week using the 'Add More' button.
Total hours to be worked for this booking: 10

Total hours entered for this booking: 5
Hours remaining: 5

Add More

Date Start Time End Time Unpaid Break Actions

31/053/2022 09:00 14:00 No break ~ Update




The Add More dialogue window will be displayed.

Add More

Date *

Start time *

End time *

Unpaid Break *

Mo break b

The worker inputs the hours worked for Thursday 2" June 2022 from 09:00 to 14:00, as
shown below:

Add More

Date *
02/06/2022
Start time *

0%:00

End time *

14:00

Unpaid Break ~

Mo break e




Finally, press the green Create button.

Step 8

The Dashboard interface will return to the Edit Timesheets page with the additional timesheet
displayed in the list.

A yellow message will be displayed at the top stating that the timesheet has been added.

A blue message will be shown indicating that 10 hours have been entered for this booking with
0 hours remaining.

Timesheets / Edit Walter Strike v

The timeshest has been added.

Edit Timesheet

Booking Details:

Ref Booking Title Booking Date Expiry Date
209031 Examiner Bocking 30/05/2022 - 05/06,/2022 20/05/2022 14:54
Contact Booking Type Job Event

Direct Booking Examiner - External (SP49) (x 1)
Dress Code Instructions for Workers Location

Department of Veterinary Medicine

This is a draw down booking. You can create multiple timesheets for the dates and times worked duning the week using the 'Add More' button.
Total hours to be worked for this booking: 10

Total hours entered for this booking: 10
Hours remaining: 0

Add Mare

Date Start Time End Time Unpaid Break Actions

31/05/2022 09:00 14:00 Mo break ~

I 02/06/2022 09:00 14:00 No break V




Step 9

Select Timesheets from the left-hand menu to navigate back to the Manage Timesheets page.
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£ Home
B8 My Profile
Availability

B Jobs

i@ Timesheets

@ To Submit
© Submitted
(=] Disputed

© Approved

B Processed

Timesheets / Edit

Edit Timesheet

Booking Details:

Ref
209031

Contact

Dress Code

Booking Title
Examiner Booking

Booking Type
Direct Booking

Instructions for Workers

The timesheet has been updated

Booking Date
30/05/2022 - 05/06/2022

Job

Examiner - External (SP49) (x 1)

Department of Veterinary Medicine

Location

Water Strike [l -

Expiry Date
20/05/2022 14:54

This is a draw down booking. You can create multiple timesheets for the dates and times worked during the week using the 'Add More' button.
Total hours to be worked for this booking: 10
Total hours entered for this booking: 10

Hours remaining: 0

Date

31/05/2022

02/06/2022

Start Time

09:00

09:00

End Time

14:00

14:00

Unpaid Break

Mo break

No break

Timesheets

Manage Timesheets

Walter Strike ~

Add More

Actions

The Manage Timesheets page will now be refreshed to include the updated amount in the
Total Pay column. Hovering over the amount will display additional information.

Booking Reference Match Department Timesheet Date From:
Booking Title Location Timesheet Date To:
Booking Type Johb Title Timesheet Status
Status ~
Ref2  Booking Title & Booking Type ¢ Department# | Location & Job Title & Date & Total Time  Total Pay (£)  Ststus Action
200032 Examiner Booking DirectBooking | Depanmentof | Depanmentof | Examiner - Dates 00:00 000 To submit
Veterinary Veterinary External (5P40)
Medicine Medicine
200031  Examiner Booking DirectBooking | Depanmentof | Depanmentof | Examiner - Dates 0:00 £27124 To submit & e
Veterinary Veterinary External (5P40)
Medicine Medicine
200020 | Lecwurer Sooking Dirsct3ooking | Depsmmentof | Depanmmentof | Lecturer- 24/05/2022 04:00 £36030 Submitted Bewpen
Veterinary Veterinary Standard 09:00 - 13:00 .
Medicine Medicine

£271.24 To submit
Hours Worked 10:0
Holiday £27.74

Pay £221.00 @ £22.10
p/h

Pay Rate £22.10 p/hour
Expenses £0.00

Break O min.




Step 10

The Timesheet is now ready to be submitted.

To do this select the To Submit button from the left-hand menu.

UNIVERSITY OF T
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GENERAL Manage Timesheets

= Home
B8 My Profile
Availability

& Jobs Booking Title
& Timesheets

& To Submit fim
]

Booking Type

© Disputed
© Approved

B Processed
Booking Title &

Examiner Booking

Log out

Cambridge University Privacy Policy

Lecturer Booking

Booking Reference Match

Examiner Booking

Booking Type $

Direct Booking

Direct 3ocking

Department

Job Title

Department 3
Department of
Veterinary
Medicine

Department of
Veterinary
Medicine

Department of
Veterinary
Medicine

Location $
Depanment of
Veterinary
Medicine

Department of
Veterinary
Medicine

Oepanment of
Veterinary
Medicine

Walter Strike [l v

Timesheet Date From:
Timesheet Date To:

Timesheet Status

Status v

sy

Total Time  Total Pay (£)  Status $ Action

w0 | 0

£36039

On the following page, tick the Timesheet to be submitted and press the green Submit button.

11




Timesheets

Booking Title

Booking Type

ANl On
Page [

o 200032
20003

Manage Timesheets

Booking Reference Match Department

Location

Job Title

Booking Title Booking Type ¢  Department &

Examiner Booking Direct Booking Departmant of
Veterinary
Medicine

Examiner Booking Direct Booking Department of
Veterinary
Medicine

And press OK again.

Please Confirm

Location %

Dzparmant of
Veterinary
Medicine

Depanmant of
Veterinary
hledicine

Jab Title %

Exeaminer -
Externzl (SP49)

Examiner -
Extarnzl (SP49)

Walter Strike ~

Timesheet Date From:

Timesheet Date To:

Clear Search

Date ¥ Total Time Total Pay (£} Action

Dates | | 0B:00 000 & et
B =ipen
[ |

Dates | | 1000 27124 & et
B e

Are you sure you want to submit the selected timesheets?

Cancel
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Step 11

To view all submitted timesheets, select the Submitted button from the left-hand menu.
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@ Approved
B Processed
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Finish

Timesheets

Manage Timesheets

Booking Reference Match Department
Booking Title Location

Booking Type Job Title

Timesheet Date From:

Timesheet Date To:

Walter Strike ~

Clear Search

Ref% EBooking Title & Booking Type 2 Department & Location &

208031 Examiner Booking Direct Booking Department of Department of
\eterinary eterinary
Medicine Medicine

200020 | Lecturer Booking Diract Backing Department of Departmeant of
Vatarinary Vetarinary
Medicine Medicine

Job Title

Examiner -
External (SP40)

Lecturer -
Standard

Total Time
10:00

24/05/2022 0900 | 04:00
- 13:00

Total Fay (£}

£316.24

Action
B expenzez (1)
Wnot=: ()
B expenses (0

Displaying all 2 timesheets




