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For additional support on the topics referenced within this guide, please contact your agency
representative

Submitting Time

We recommend that you submit your hours after your final shift of the week

Sign in to VectorVMS using your username and password.

From the Home dashboard, navigate to the top toolbar, and hover over Create
Click Timesheet.

Enter units in the box for each day worked. You should submit this in hh:mm in
increments of 15 minutes If entering in days, you should submit this as 0.5 for half a
day worked or 1 for a full day worked.

5. Non Billable Hours is where you insert any break/lunch periods you have taken.
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Roparts Ta Rocpision T Vondir Rafaronce nfa
@ Timesheet
Manager. Hiring Adminirator Adscco Demo
Johasce, Jime (41620}
Period (Begin - End): Saturday, August 2, 2025 - Friday, August 8, 2025 .
Timesheet
Turn on automatic calculation of hours based on Start time/End time
All time can be entered either with an amipm designator or in a 24 hour clock format. (05:00 pm or 17:00)
Time Format: hh:mm
Billing Rule 2 3 4 5 6 7 8 Total
Sat Sun Mon Tue Wed Thu Fri
Start time of Day * 0600am 0800am 0600am 0900 am
End tme of Day * 500pm | 500pm | 400pm | 330pm
Har-bitable hours 0030 | 0100 | 0100 | 0100 03:30
Projec WSD CE's
Cost Genter Pevensey 2 Laser Lab
Goneral Lodigor
@ Standard Hours 07:30 07:00 06:00 05:30 26:00
‘standard Hours 07:30 07:00 06:00 05:30 26:00
Total Billable Hours (Day) 07:30 07:00 06:00 0530 26:00
adé e e

6. When you are happy with your timesheet, click Submit. This will now be sent to your
line manager for approval.
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Entering Overtime

(NOTE: The working week runs from Saturday to Friday with Saturday being the first working day and
Friday being the seventh working day)

(NOTE: Only certain grades are able to claim overtime as per policy. If you cannot see options for
overtime entry, this is because you are not entitled to claim. Please speak to Adecco for
support/guidance if you believe this to be incorrect)

1. If you need to enter overtime hours, please click Add New Line as highlighted in red
below:

Period (Begin - End): Saturday, January 28, 2023 - Friday, February 3, 2023

Timesheet B

Time Format: hh:mm

Billing Rule 28 29 30 31 1 2 3 Total

Sat Sun Mon Tue Wed Thu Fri
Total Billable Hours (Day)

2. Highlight the relevant code from the drop-down list and then in the billing rule, select
the relevant overtime rate you would like to add and select the add button

vectorvms M HOHIEd §
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Required: * Invalid data entered: O

Q Timesheet — :r;.::;mm Rafarence Info

Johason, Jimmy (41520) 45 Projects
P 1624657 - WSD CE's

Timesheet

Turn on automatic calculation of hours bag
“All time can be entered either with an ami}
Time Format: hh:mm

Billing Rule

Start time of Day =
nd tme of Day *

General Ledger N |
Mon-billable hours.

P Cost Center
Cost Center Billing Rule:

Goneral Lo,
eneral Ledger Standard Hours

@ Sandard Hours Bank Holiday
Overtime Between First & Fifth Working Day

Asd Cance
‘Standard Hours Overtime Behween Sixih & Seventh Working Day © Qe

Total Billable Hours (Day)
© Add New Line

© | RsaveasDmi § submit| | @cancel
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3. You will then have either a standard rate or another line on your timesheet for you to
upload your overtime hours against.

Reparts Ta Requisition Tile Vandor Rafarence Infa
@ Timesheet
Manager, Hiring Administrator Adecco Demo
Johason, Jimmy (41520)
Time Format: hh:mm &
willing Rule 2 3 4 5 6 7 & Total
sat Sun Mon Tue Wed Thu Fri
Start tma of Dy = 09.00 09.00 08.00 09.00
End time of Day * 17:00 17:00 16:00 1530
Mo-billable hours 0030 0100 0100 0100 03:30
Project wsD CE's
Cost Center Pevensey 2 Laser Lab
General Ledger 3107
@ standard Hours 07:30 07.00 06.00 05:30 26:00
@ Overtine Between Fist & Fifth
Working Day

Saving As Draft/Updating A Timesheet

1. Hover over the view button at the top of the page and select timesheets

2. Change timesheet status to all and amend the date range to include the date of the
timesheet you are looking for

3. This will then display all of your submitted or saved timesheets

Dashboard ~ Creale v  View v  Reporls v B Quick Find L
@ Timesheet Summary [y Timeshes= +
Timesheet Status: | All : Period End Date - From: | 081042022 #| To: | ze07izozz B UI
L Feset View [y Save Visw . Show Fitters ) Export

4. Next, click on the clipboard next to your draft timesheet and click View Timesheet
5. Update your hours and then either save as draft again or submit your hours




