HAYS Timesheet Online Guidance
I.

First-time login (user registration)
1. An e-mail containing a link to the first-time login page will be automatically sent to an e-mail address
specified by the Worker:

1. Click “Confirm to create a new account”.
2. You will be redirected to the HAYS portal where you will be asked to create your personal password:

3. Access to your account has been activated – go to the login page (see the guidance for logging in to your
account below)

II.

1.
2.
3.
4.

Logging in:

In the search window, enter the following page: www.hays.pl
Choose language (ENG).
Click the “Log in” tab in the top right corner.
In the “Login” tab, enter your user name (e-mail address) and personal password (you set your own password):

5. Once logged in, click the “My account” tab in the top right corner.
6. The following view will appear:

7. Next:

8. The following view will appear:

9. Select the Timesheet you wish to complete by clicking loupe. A Timesheet window will be displayed:

NOTE! Calendar fields are filled in automatically with a standard number of man-hours. To modify the number of
man-hours, click the relevant calendar day and make necessary changes:

∗

NOTE! A standard rate should be changed in the “NORMAL RATE” tab (which shows 8.00)
If a contract with the worker covers non-standard man-hours, such hours should be entered in the tabs:
“NIGHT”; “EXTRA”; “OVERTIME3” accordingly (in each case, it will be specified in the framework
agreement with the Worker). Additionally, any non-standard man-hours require providing an obligatory
comment.

10. Additional expenses
If you have any additional expenses in a month in question, they should be entered in the “Worker’s comments”
tab. In the comment, enter the amount of the incurred expenses as well as a brief specification. When approving
a Timesheet, the Client also approves any additional expenses incurred by the Worker.

11. To submit a correctly completed Timesheet to the Client, click “Submit”. Your Timesheet has been automatically
sent to a person responsible for approving man-hours on the part of the Client.
12. Once the Timesheet has been submitted, it will appear in the “Submitted” tab:
13. Approval deadline
A Timesheet should be approved or rejected within 3 days from sending the Timesheet by the Worker to the
Client. In the event of no response within this deadline, the system will automatically generate a message to the
Client and the Worker about “pending Timesheets”.
14. Timesheet approval
A Timesheet is delivered to a person responsible for approving man-hours on the Client’s part – if a Timesheet
has been correctly completed and the Client has no objections, the Client clicks “Approve”.

The system generates the information for the Worker about the Timesheet status automatically:

15. Timesheet rejection
An approver of man-hours on the Client’s part may reject your Timesheet, providing you, in each case, with a
reason for the rejection.
The system generates information for the Worker about the status of a Timesheet and reasons for Timesheet
rejection automatically:

16. If a Timesheet has been rejected, it will appear in the “Pending” tab one more time, marked in red:

17. Changes to a rejected Timesheet
To enter correct records, click “Submit again”. A full view of the Timesheet will be displayed for you to change
or/and correct the records which have caused the Timesheet rejection by the Client.
Next, click “Submit” – the Timesheet will appear in the “Submitted” tab again.
If the Client approves the Timesheet, an e-mail notification to the Worker will be generated automatically. If the
Client rejects the Timesheet again, follow the instructions described in point 15.

18. If a Timesheet has been approved, it will appear in the “Submitted” tab with the “Approved” status.
19. NOTE! If there is a change to the approver on the Client’s part, you should always notify HAYS (itc@hays.pl) so
that any necessary changes are introduced into the system.

III.

Additional information

1. Changing an e-mail address and password:

2. Information about the contract validity dates:

