] UNIVERSITY OF
CAMBRIDGE

Temporary Employment Service (TES)

Authorising a TES online timesheet — quick reference guide

Right to work
A worker must not start work until the TES office has verified their right to work. Please also read the full timesheet p4
Tier 4 visa hold he h Kth K limited by their vi instructions on the TES website at
ier v.lsa olders — the _ogrs per weg t .ey Fan work are limite Yt eir visa T Tlﬁh'eet
regulations and may be limited by the institution that they are studying at. For hr-services/tes/authorising-
further information see http://www.hr.admin.cam.ac.uk/hr- timesheets deadline is
services/immigration/visas-and-right-work-uk/time-limited-right-work/tier-4- - 3 F Q d
general-working pm, rriadays
You will receive an email when there is a
timesheet to approve; or ‘ Timesheet
LOgin in Via Job reference number 20161460: Temp TES team leader2 Week ending 13-Nov-2016
https://hrsystems.admin.cam.ac.uk/times ) o . . .
N Client name University Information Services Worker Helen Dalgleish
heet-webapp/pages/manage/index.xhtml
Status Approval required Expected weekly working hours 37h Om
IWeek total hours 16h Om ] IHours of sickness 7h om ]

[Hnl‘ldav requested for approval 21h 17m ]

Note: Last timesheet for assignment - assignment to be closed

Checking details
Please check the details
carefully

Referred back timesheets
If an amendment is needed, refer
the timesheet back to the worker
and explain the reason

Authorised timesheets
When you are happy with
all the details, authorise
the timesheet

TES quick reference timesheet guide v.06.12.16
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