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Step 1 

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

https://cambridge.dashboardtechnology.co.uk/  

 

 

 

  

https://cambridge.dashboardtechnology.co.uk/
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Step 2 

Select the ‘Timesheets’ button. 

 

 

Step 3 

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

Select the ‘To Submit’ button from the left-hand menu. 
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Step 5 

You can move directly to Step 6 if you do not need to add expenses.  

Optionally, you can add any expenses to this timesheet by clicking on the ‘Expenses’ button. 

For example, in this additional scenario the worker now needs to add the Mileage Expenses. 

To do this, select the ‘Expenses’ button at the far right-hand end of the Timesheet. 

 

 

The following screen will be displayed. Select the ‘Click here’ link. 
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The Create new Expense page will be displayed, as shown below: 

 

 

In this case the Worker is claiming Mileage of 100 miles for the week. A worker is allowed to 

claim 45 pence per mile. The amount needs to be calculated before it can be entered on the 

form. The Dashboard system does not do this automatically, so the worker needs to calculate 

this. 100 miles x 45p per mile = £45.  

This page also requests that a copy of the receipt is uploaded. This should be a screenshot of 

Google maps showing the route taken. An example is shown below: 
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Complete the ‘Create new Expense’ form adding a Title, the appropriate Expense category 

selected from the drop-down menu, the Amount being claimed in £, the Receipt date (this can 

be the first date travelled that week) and the Google Maps screenshot uploaded, as shown 

below: 

 

Lastly press the green ‘Create’ button. 

 

The page will refresh with a yellow message at the top stating that ‘Expenses has been 

successfully created’. 
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Step 6 

Some types of Fee booking require you to enter the total number of hours worked: 

To check whether this box requires completion, locate the timesheet you wish to submit and 

click on ‘edit’ to the right-hand side of the screen. 

 

 

 

If you are required to enter the total number of hours worked the box below will appear. 

 

 

Please enter the hours spent on this booking. Please note this is for information only and will 

not affect the fee that is paid to you. 
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Once you have entered the total number of hours worked, please click on ‘Update’. You will 

then be returned to the main ‘To Submit’ menu in CCWS. 

If you receive the following error “your timesheet is not able to be submitted. Please 

contact the department who created the booking (NMW”)” then please contact the 

department representative who invited you to complete this work. If you are unable to find 

contact details for this person, please advise the team at casual.workers@admin.cam.ac.uk 

who will provide you with these details.   

If you are not required to enter the total number of hours worked, when you click on ‘Edit’ no 

box will appear. To exit this screen please click on ‘Update’ and you will be returned to the 

main To Submit menu in CCWS. 

(Where this box is required, as it is a mandatory field, CCWS will prevent you from submitting 

your timesheet if it is not completed). 

 

Step 7 

Once returned to the To Submit screen, tick the box next to the timesheet you want to submit 

and press the green ‘Submit’ button at the bottom of the page. 

 

Then press ‘OK’ to confirm. 

mailto:casual.workers@admin.cam.ac.uk
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The page will refresh by displaying a yellow banner along the top of the screen, stating that 

‘The selected items have been submitted’. 

 

 

Step 8 

You can view all submitted timesheets by selecting the ‘Submitted’ button from the left-hand 

menu. 

Finish 


