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Client Login

Welcome to the UniqueHR & Unique Employment Services DarwiNet Information Center

—— Input the User ID and password provided by Unique
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*Note: Any personal or client information on the following screens is fictional.



Main Login Screen:

N To enter time, click on the Time Reports menu
< heading then select the Time Sheets sub menu.
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UniqueHR

" HUMAN RESOURCES

Welcome to Upique's DarwiNet Information Center

Welcome Clien#Admin to the Employee Leasing Last invoice dated
Company G
Boards. Please make your selection from the menu on the

left. If y&u encounter any problems, or if you have guestions

O Home

[ Company

I= Employees

= Attachment Dc 7 .nents II' Remember to click the LOGOUT button when wou are

b= Time Reports finished - this is important to protect the privacy of your data. If
E:' Invoices you encounter any problems, or if you have guestions or

: Report Writer suggestions, please contact your payroll administrator.

Other Reports

Harry's Side Runni”.g Boards Refresh |Hide menu |Home | Contact Us | Help | About | Logout

Welcome & News Diata Status

Service Center for Harry's Side Running Last TimeSheet submitted on

or gyfigestions, please e-mail a message or call. 0 pending change requests.




Time Sheet Submenu Screen:

Click on the Profile Name corresponding to your payroll entry.
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ADD New Timetiheet (select profile)

Page: 1 of 1 (2 records)

ProfileHame MNextPayPeriodFrom HNextPayPeriodTo
DEPTZ 122012 182012 Wl
REG GM10/2007 61672007

O Home

[ Company

= Employees

= Attachment Documents
¥ Time Reports

m

[ Invoices

[ Report Writer
= Other Reports




After selection of the Profile Name or If you only have one Profile
Name associated to your company this screen will automatically
open. Adjust pay period dates or enter comments to your profile processor as needed.
Click Save when finished.
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Harry's Side Running Boards Refresh | Hide menu |Home | Contact Us | Help | About | Logout
New TimeSheet (set parameters)

You are creating a time sheet using profile REG for Client 001:

Er10z007 | Create 1—7 row(s) per Employee.
o - [6/16/2007 =] {E] [#]visplay 10 + Employees per page.

Employee max D:EI:no max
Employee Mame -
m ploy hours hours)

Automatically save the time sheet every 3 - minutes. ( 0 = no autosave )

E“mt?ymee This time sheet profile does not use employee time entry. |

Additional
Comments

O Home

[ Company

[~ Employees

[= Attachment Documents
¥ Time Reports

= Invoices

[ Report Writer
[= Other Reports

to the Payroll
Admin:

Set the parameters for yvour timesheet, then click Save to create the timesheet.




Weekly time sheet:
Make sure that correct hours are filled in for the correct pay
period and/ the correct employee.
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EDIT TimeSheet ID #2

| *purts ||@Tntal ||ﬁ Save | |1|f5u|:umit| |‘§Q’ Setup |x Delete|
Goto Page: 1 ~ of2 (15 rows) [} ][M]
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Filter by

| cln‘:rmna.r commant AutoSave-3 min
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Gray, Bethany _ noooo] [ oooon) [ o000 [ %] [(sm [0 [&
Hastings, Mallory 0.0000] | umml | 0.0000] =
Kingsley, Hermoing D.D'I}DD| |
Lester, Seima o.0000] |
Potter, Harry D.ﬂDDDl |
Rockford, Melanie 0.0000] |
Snipes, Horace 0.0000] |
Snipes, Severus 0.0000] | m
Trenton, Rick DDDDD| |
Weasley, Jenni 0.0000] | i

[T o.0000 BOLTTE 0.0000 FRITTE 0.0000 [IT5E5] 0.0000 [TE54 0.0000 EELYTT 0.0000 (XTI 0.0000




If you need to put multiple lines per one employee click the duplicate button. This will create a second
line of information for the employee and you can put a portion of hours for \one department on one
line and another portion of hours for the other department on the second \line, as many times as

needed per employee.
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|Ei Reports ||@Tﬂtal ||ﬁ Save | |q"'5u|3mit| |‘% Setup |X Delete|
Go to Page: 1 ~ of 2 (15 rows) [} |[M]

ReG [EPPINTTY 122012 - 2012 [NA ] 40.0000 FPTTeT] Employechiame 10 all Employees displayed

S0 Employee Name - like l:l .

Ad‘d:tmnaf comment

| Empmeeﬂame -ﬂ PIECE m VASAWK E

Gray, Bethany 00000 [ ooo00) [ o.0000] | umuul

Duplicated Employee Rows:

When finished, click Save.
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EDIT TimeSheet ID #1

|E Reports | |@Tota| ||Tﬁ Save | |\(’Submit| |‘§E‘ Setup| |>( Deletel
GotoPage: 1 ~ of2 (15 rows)[}][M]

REG [irrd 122012 182012 [INA ey 40.0000 [PIa04 Employeciiame 10 all Employees displayed
F 0 Employee Name - like .

Add;tmnal' comment
Weeks \ctions

Ol Home Actions Em ployeename HOI.I OTH BONUS UNIFOR PIECE SISAWK VASAWK | Var Code
= = [+ m T T e m —]

AutoSave-3 min
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Yﬂm_elf'.el:lf:rts . . Gray, Bethany | 0.0000| | 0.0000] | 0.0000] | 0.0000] _—_ f(.



To Switch Between Pages and see
more Employees, click the arrow:
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Harry's Side Running Boar? . Refresh |Hide menu | Home | ContactUs | Help | About | Logout

EDIT TimeSheet ID #1

|ﬂ Reports ||@ Tatal ||ﬁ Save |.|(Submit| |‘}E‘ Setup| E’
GotoPage: 1 ~ of 2 (15 rows) [ }]

REG [N irrd 12r012- 182012 A ed 40.0000 EFTT0d Employeehiame 10  all Employees displayed

g Employes Name «  like .

Addrtmnal commeant AutoSave-3 min

EmplﬂyeeName HOI.I BONUS PIECE SISAWK VASAWK | Var Code Weeks »ﬂh‘t
w o [T W
Gray, Bethany ﬂDDD'D| | 'I]DD[H]| |
Gray, Bethany

Hastings, Mallory
Kingsley, Hermaoine

Lester, Selma
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[ Company
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[= Attachment Documents
¥ Time R. :ports
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= Invoices
[ Report Writer
[= Other Reparts

Potter, Harry

Rockford, Melanie
Snipes, Horace

Snipes, Severus
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Trenton, Rick
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If you found that an Employee is not in the time sheet,
click the setup icon from the time sheet page
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Harry's Side Runp’ ag Boards Refresh |Hide menu |Home | ContactUs | Help | About | Logout

|EﬂRep0rts ||@T0tal ||ﬁ Save”d’Submit”“}Q’Setup |X Delete|
GotoPage: 1 ~ of2(15rows) [} ][M]

EDIT TimeSheet ID #1

Leave enough information in the comments to distinguish the Employee, the hours to
add, pay rate, and phone number in case there are questions. Click Save when finished.
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EDIT Update TimeSheet (change parameters

Time Sheet | RDE ID #1 | Client 001

Create 1 row(s) per Employee.
[E{E] [@ |visplay 10 ~ Employees per page.

Setup for

Pay Period From 10252012
Pay Period To [1/82012

O Home

> Company
= Employees
[= Attachment Documents
¥ Time Reports
Time Sheets
b= Invoices
> Report Writer
= Other Reports

Employee Entry

Additional Comments

to the Payroll Admin:

Employee max hours D (0 = no max hours)

Automatically save the time sheet every 3 - minutes. { 0 = no autosave )

This time 1 profile does not use employee time entry.

Employee John Smith, last four 55N 3241, worked 40 regular

hours and 10 overtime hours for pavroll 1/2/12-1/8/12 at
pay 5$10/hr regular but is not on the time sheet.

Thank you, Supervisor Tim Jones. Phone Number 281-555-BBS88

.

Set the parameters for your timesheet, then click Save to create the timesheest.



When ready to submit the time sheet,
click Submit.
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When finished always Log Out. \
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EDIT TimeSheet ID #1

|ﬂReports ||@ Tatal ||ﬁ Save |.|(Submit||‘}§'58tup| |>( Delete|
GotoPage: 1 ~ of2 (15 rows}m

i) REG [ 122012 - 182012 iEaer ] 40.0000 B 2] Empiloyeehame 10  all Employees displayed

Employee Name ~ like |

Em ployE‘ENarn e H OURVEK DTH RWK BONUS PIECE SISAWK VASAWK | Var Code Days Weeks
w w m w

Gray, Bethany ﬂDDD'D| | 'I]DD[H]| |

COHome

[ Company

[ Employe

[= Attachment Documents

Hastings, Mallory
Kingsley, Hermaoine

Lester, Selma

[= Other Reparts

Potter, Harry

Rockford, Melanie
Snipes, Horace

Snipes, Severus
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Trenton, Rick
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Time Sheet Submitted Page:

To add another time sheet click Add. The Time Sheet Profile page will appear and you can
choose the profile corresponding to the payroll needing to be entered and submitted.

AN

Harry's Side Running Boards Refresh |Hide menu |Home | ContactUs | Help | About | Logout

»

Profile Date RDE Actions
Y p T o T Name From gy ¥ SEHEW ¥y {quick link)

& 1 00 REG 01/02/2012  01/082012 Released /

To see an overview of the timesheet

O Home
[ Company
[= Employees

[ Attachment Documents
¥ Time Reports
Time Sheets
> Invoices
[~ Report Writer
> Other Reports

m

When finished always Log Out.



