Timesheets must be submitted by 10am every Monday for processing on Tuesday’s. Our pay
week runs from Monday to Sunday. Any questions regarding your timesheet please contact

Carly on 9426 1520 or payroll@miningpeople.com.au
Submitting a timesheet through the timesheet portal

e Welcome to MPi’s online time sheets. The following instructions will assist you when
you submit your timesheet online through our portal.

¢ You will be sent a Username and Password via email to log into the portal to
enable you to submit your timesheet. The email you receive will look like the one
below and will be sent to you when we set you up in our system.
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"p Australian Based, Clobal Networks

MINING PECPLE

Dear Chnstine
Weicome to the MPi Automated Timesheet System
This simple onfine system allows you o submit your Bmesheets cnline

To access and submit your mesheet p%»se
your Mining People Intemabonal Customes Portaifog and password
information below

Please contadt me on 06 8426 1520 if you have afy questions aboul
submitting yous timesheet

Thank you
Nining Peopie intemational

Payroll Manager

WWW.MININGF EOPLE,COM AU

Usemame: timacheettes;} iminingpeonis com 23
Password: YA m

1. Click on the link to login to the portal.

2. Enter the Username and Password provided atthe bottom of the email).
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Timesheets must be submitted by 10am every Monday for processing on Tuesday’s. Our pay
week runs from Monday to Sunday. Any questions regarding your timesheet please contact

Carly on 9426 1520 or payroll@miningpeople.com.au

e The login page will look like this. Login with your Username and Password provided
in your email.

Mining People
NTERNATIONA!

You are not logged in

UUsername

Password

Forgot Your Passward?
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e When you login for the very first time you will prompted to change your password.
Change your Password and keep it safe. Continue.
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e Click ‘Enter Timesheets’

Mining People
INAL

NTERNATIC

Welcome fo the MPi Timesheet Porial. Please select an item below to continue.

Logged in as: Tesi Timesheet Candidate 5

What does it ake to be a part of the MPi | Bacome a Candidate Search for Jobs FAQ'S

Team? g / @ FollowusonLinkedin
Candidate Login New to the Industry? Contact MPi

See why we are happy
View current vacancies with MPi Siqn up for Job Alert Emails  How MPiis different Useful inks

e The following timesheet will appear. Enter the hours worked for that week and any
breaks (if applicable).

Logged in as: Test Timesheet Candidate 5

+ Back to Home
ew Previous Timesheets

v

+ Logout

Help&

Please enter your start and end times in the following format: 00:00. This is 24hr time, ie. 16:30 is 4:30pm.
Enter your break time in minutes.More help ? Click help link

First Name: Test Last Name: Timesheet Candidate 5
Week Start: 110472013 Week End: 710412013

Status New Total 0.0

Job Name: Blah Blah Client Name: ABC Client

\Week Ended 7/04/2013  Status New

Break 1(mins) Break 2(mins)
Mon, 1/04/2013 - 00 0.00 hrs
Tue, 20412013 W 00 W 00 0.00 hrs
Wed, 3/04/2013 w 00 w 00 0.00 hrs
Thu, 40412013 w 00 w 00 0.00 hrs
Fri, 5/04/2013 00 00 0.00 hrs
Sat, 6/04/2013 w 00 w 00 0.00 hrs

- 13 200

Weekly Expenses
First Name: Test Last Name: Timesheet Candidate 5
Week Start: 80412013 Week End: 1410412013
Status New Total: 0.0

Job Name MPI Timesheet Testing Job Client Name: Timesheet Test Client


mailto:payroll@miningpeople.com.au

Timesheets must be submitted by 10am every Monday for processing on Tuesday’s. Our pay
week runs from Monday to Sunday. Any questions regarding your timesheet please contact

Carly on 9426 1520 or payroll@miningpeople.com.au

e The completed timesheet with breaks will look similar to this.

First hlame: Test Last Name: Timeshest Candidate 5

Week Start 11042013 Waek End: TI42013

Status: New Total 00

Job Name: Blah Blah (lient Name: ABC Client

leek Ended TI0412013 Status New

Date Start End Break 1(mins) Break 2(mins) Total
Mon, 110412013 06 00 1200 0 0 .00 frs
Tue, 2042013 06 00 B 0 il ( 11.00hrs
Wed, 30412013 0B 00 B 0 0 ( 10.00hrs
Thu, 4042013 0B 00 a0 il l 11.00hrs
Fri, 510412013 06 00 B 0 0 I 1200hrs
Sat, 6/0412013 00 B 0 0 l 200hrs
Sun, 70422013 06 00 B 0 i I 1150hrs
Weekly Expenses [T

Date Title Amount(§) Inc.GST  TaxAmount Type Action

First hlame: Test Last Name: Timeshest Candidate 5

Week Start 80412013 Weak End: 4042013

Status: New Tofal 00

Job Name: MPI Timeshast Testing Job (lignt Name: Timesheet Test Clisnt

ek Ended 14/0412013 Status New

Date Start End Break 1(mins) Break 2(mins) Total
Weekly Expenses 7]

Week Ended 14/04/2013 Status Hew

Date Start End Break 1(mins) Break 2(mins) Total

Weekly Expenses [T

e C(Click Save. (You can edit your hours but ONLY before it is submitted). You can do
this after you save your timesheet but not after you submit).
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e Check that all days & times are correct, then click ‘Submit’. (You can edit your hours
but ONLY before it is submitted by clicking on ‘Edit’ at the bottom).

e Enced 742013 Status

Dite Start End Brak 1(mins) Break 2(mins) Total Type of Leave Notes
Mon, 110422013 06:00 1200 0 0 6.00 s

Tug, 20042013 0600 1300 60 0 100 hrs

Wed, 310472013 0800 1300 0 0 1000 hrs

Thu, 41042013 0800 a0 i0 0 100 hrs

Fii, 0412013 06:00 1800 0 0 1200 hrs

Sat, Gi0472013 16:00 1800 0 0 200hrs

Sun, 70412013 06:00 1800 Kl 0 150 hrs
Weekly Expenses

Dite Title Amount($)  Inc.GST  TaxAmount Type

First Name: Test Last Name: Timesheet Candidate 5
Wegk Start 04013 Wegk End: 14042013

Status: New Total 00

Job Hame: P! Timazheet Tesfing Job Client Name: Timeshegt Test Client

Week Ended 141042013 Status New ETEY [Z20

Date Start End Break 1(mins) Break 2(mins) Total  Type of Leave Notes
Weekly Expenses

Wesk Ended 141042013 Status New ] X2

Date Start End Break 1(mins) Break 2(mins) Total  Type of Leave Notes
Weekly Expenses

-

e The Status will show ‘Submitted’
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e Log out of the timesheet portal.

Job Name: Blah Biah (Client Name: ABC Client

Week Ended 7/04/201€__Status Submitied

Date Start End Break 1(mins) Break 2(mins) Total
Mon, 1042013 06:00 1200 0 0 6.00hrs
Tue, 20042013 06:00 1800 0 0 100 rs
Wed, 3042013 0800 1800 0 0 10.00 brs
Thu, 41042013 0800 2000 0 0 100 rs
Fri, 50472013 06:00 1800 0 0 1200 rs
Sat 610472013 1600 1800 0 0 200hrs
Sun, TI042013 06:00 1800 Kl 0 1150 rs
Weekly Expenses [T

Date Title Amount($) Inc.GST  TaxAmount Type Action

e If your Timesheet has been rejected for any reason, you will get an email alert telling
you that you will need to login again and re-submit your timesheet.

¢ Follow the instructions from the beginning to re-submit.

e Please complete and submit your timesheet by 10am every Monday.

Timesheets must be submitted by 10am every Monday for processing on Tuesday’s. Our pay week
runs from Monday to Sunday. Any questions regarding your timesheet please contact Carly on 9426
1520 or payroll@miningpeople.com.au
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