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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
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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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Jobs

Timesheets

Log out

Cambridge University Privacy Policy

Step 3

Signed in successfully.

Welcome Walter Strike to your Cambridge University account

My Profile

Availability

Walter Strike v

Timesheets

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

Manage Timesheets

Booking Reference Match Department Timesheet Date From:
Booking Title Location Timesheet Date To:
Booking Type Job Title Timesheet Status
Status v
Ref & Booking Title $ Booking Type $ Department & Location $ Job Title & Date & Total Time Total Pay (£) Status $ Action
209745 Demonstrator Booking | Direct Booking Department of Department of Demonstrator - Fee 02/02/2024 Fee £2599 et
Veterinary Medicine Veterinary Medicine Only }
[l expenses ()
W rotes (0)
200707 3 x Examiners @ Direct Boaking Depariment of Yusuf Hamied Examiner 11/12/2023 10:00 - 00:45 1701 Submitted B epenses )
Lensfield Road Chemistry Department of 11:00 o
Chemistry, Lensfield Protes 0)
Road
200656 Examiner Booking Direct Booking Department of Department of Examiner Dates 10:00 27183 e
Veterinary Medicine veterinary Medicine
B expenses (1)

BB notes (0)




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.

Timesheets

Booking Reference Match

Booking Title

Booking Type
Ref % Booking Title & Booking Type &
208032 | Examiner Booking Direct Booking
208031 | Examiner Booking Direct Booking
209020 | Lecwurer Booking Direct Booking

Department

Location

Job Title
Department *  Location =
Department of | Department of
Veterinary Weterinany
Medicine Pdedicine
Department of | Department of
Veterinany Weterinary
Medicine Medicine

Department of
Veterinary
Medicine

Department of
Weterinary
Pdedicine

Job Title =

Exarniner -
External (5P49)

Examiner -
External (SP44)

Lecturer -
Standard

Walter Strike m ~

Timesheet Date From:

Timesheet Date To:

Timesheet Status

Status ~
Clear Search
Date 3 Total Time  Total Pay (£) Status % Action

Dates oo:co £0.00

Diztas ] £27124

24/05/2022 04:00 £36030 Submitsed
09:00 - 13:00

The following screen will be displayed. Select the ‘Click here’ link.

Timesheets / Expenses

Walter Strike m A4

Expenses for Examiner Booking (31/05/2022 09:00 - 14:00)

You currently have no Expenseq Click here o create an Expense.




The Create new Expense page will be displayed, as shown below:

Timeshests [ Expenszes [ New Expenses

Title *

Expense category *
Please Select ~

Amount *

Receipt date *

Please upload a copy of receipt *

Choose file | Mo file chosen

Diocument must be less than 2MB8 in size. Supported files: png, jpg. .gif, docx, doc, pdf

Walter Strike m ~

Create new Expense

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:

= o mB8 f H X
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: 1
(0] ‘ CB2 3QY, Pembroke St, Cambridge ‘
@ Add destination
Leave now ¥ Options
-Q Send directions to your phone
(£ viaA505and A603 37 min
Fastest route now due to traffic 23.6 miles
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£ viaA505 39 min
27.5 miles
£ viaA603 43 min
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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:

Timesheets / Expenses / New Expenses Walter Strike m ~

Create new Expense

Title =

Mileage Expenses for the wesk
Expense category *

Mileage ~
Amount *

45
Receipt date *

31/03/2022

Please upload a copy of receipt *

Choese file | Mileage Exp...es Claim.PNG

Document must be less than 2M8 in size. Supported files: png, jpg. gif. dock, doc pdf

Lastly press the green ‘Create’ button.

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

Timesheets / Expenses Walter Strike m ~

Expenses has been successfully created.

Expenses for Examiner Booking (31/05/2022 09:00 - 14:00)

Create a new Expense

Title Expense Category Amount Receipt Date Last Modified Actions
Mileage Expenses for  Mileage £45.00 31/05/2022 09/06/2022 11:10:14 2 - |
the week




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.

Manage Timesheets

Booking Reference Match Department Timesheet Date From:

Booking Title Location Timesheet Date To:

Booking Type Job Title

Clear Search
Select  Ref% Booking Title % Booking Type & Department & Location & Job Title £ Date % Total Time Total Pay (£) Action
AllOn
Page ]
(] 209745 Demonstrator Booking  Direct Booking Department of Veterinary  Department of Veterinary ~ Demonstrator - Fee Only | 02/02/2024 Fee £25.99
Medicine Medicine

1ot | W ceneel

Displaying 1 timesheet

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

Please enter in the hours spent on this booking as accurately
as possible in the "Hours worked® field. This information is for
record purposes and will not affect your availability or actual
hours worked.

Hours Waorked *

0.0

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.




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.

Manage Timesheets

Booking Reference Match Department Timesheet Date From:
Booking Title Location Timesheet Date To:
Booking Type Job Title

Clear Search

Job Title & Date $ Total Time Total Pay (£) Action

«»

Select  Ref$ Booking Title $ Booking Type & Department & Location

Demonstrater Booking  Direct Bocking Department of Department of Demonstrator - Fee | 02/02/2024 Fee £25.99 @ et
Veterinary Medicine  Veterinary Medicine | Only

B expenses ()
W rotes (1)

Displaying 1 timesheet

Then press ‘OK’ to confirm.



mailto:casual.workers@admin.cam.ac.uk

Please Confirm

Are you sure you want to submit the selected timesheets?

Cancel

The page will refresh by displaying a yellow banner along the top of the screen, stating that
‘The selected items have been submitted’.

Timesheets Walter Strike m v
The selected items have been submitted

Manage Timesheets

You currently have no timesheets with status To submit.

Step 8

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

Manage Timesheets

Booking Reference Match Department Timesheet Date From:
Booking Title Location Timesheet Date To:
Booking Type Job Title
Clear Search
Ref # Booking Title % Booking Type # Department $ Location % Job Title % Date$ Total Time Total Pay (£) Action
209745 Demonstrator Booking | Direct Booking Department of Department of Demonstrator - Fee  02/02/2024 Fee £25.99 B expenses (0
Veterinary Medicine  Veterinary Medicine  Only
W rotes (1
209707 3 % Examiners @ Direct Booking Department of Yusuf Hamied Examiner 11/12/2023 10:00 - 00:45 £17.01
Lensfield Road Chemistry Department of 11:00
Chemistry, Lensfield
Road
209151 Demonstrator Booking | First-accept, First-book  Department of Department of Demonstratar (SP33)  02/09/2022 13:00 - 05:00 £77.72
Veterinary Medicine  Veterinary Medicine 18:00

Displaying all 3 timesheets

Finish




