Beyond Recruitment E-timesheet instructions
E timesheets are accessed via the Beyond web site

Then you get this screen, click where it says click here to get to the log on screen

That will take you to the log on screen

1

Use the email address and the password that was sent to you in the introduction email.
If you can’t find that email or have forgotten your log on, please contact call Maggie on 04 472 2434 or
Robyn on 021743 752. Or you can email them at Maggie.lau@bhgroup.co.nz or Robyn.georgeneich@bhgroup.co.nz

Or you can use the ‘’Forgot your Password?’’ tool.
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Log in with your username and password:

Sometimes people using internet explorer as their browser experience problems logging in.
If that happens please use this link
https://timesheets.starfishandbeyond.co.nz/e-recruitment/Timesheets/Default.aspx

The next screen shows you all your current jo

bs.
Click on the job ID number.

To create the timesheet for the new month, Click New and select the month from the drop down box.
Then click the Create button.
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You will get a screen that looks like the one below. This is the timesheet for the whole month
split into weeks. The timesheets are week ending Sunday and are for the calendar month.
Entering your time is very simple, but remember this uses a 24 hour clock and you need to enter
how long your lunch break was in order to calculate the total hours correctly.
You can enter the hours daily and save it to return to the following day.
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Pay Item This will usually be normal unless your contract provides for overtime.
‘+‘

This is to add more lines for a day, in case you are working on different projects or differ rates.

‘–‘

This removes additional lines that you no longer require.

CC

To enter a cost center or other reference/note click the cc button and enter in the free text
field. To close this field click the cc button again.

Start

Enter the time you started.

Break

Enter how long you had for your unpaid meal break e.g. 1 hour or 30 minutes.

End

Enter the time you finished for the day or that piece of work. It is a 24 hours clock so 5pm is
17:00.
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Save

Click save and the payable hours will appear.

Full Day This is only available for contracts on a true daily rate contract where start and end time are
not relevant.
You can edit the details anytime up to sending them. Don’t forget to click save after every edit.
Reset Removes all data entered so you can start again
Send

This sends your timesheet to your approver. Details cannot be changed after it has been sent.

When you start a new assignment, and are filling in the first timesheet for the assignment, you will need
to confirm that the work has been carried out in accordance with Beyond Recruitments Health & Safety
Policy.
You will not be able to send your timesheet unless this step is finished.
The box will be ticked automatically for the following timesheets on the same job but needs to be ticked
manually for a new assignment.

For the rest of the month, just go the latest timesheet and your timesheet will be there ready for you to
complete the next week. Each month you will need to create a new timesheet for that month.
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You can see your job history under contracts. If you are working on more than one job at a time you will
need to select that job prior to creating the timesheet.
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Timesheets shows you a summary of the timesheets you have sent for approval and their status

You can also see the status of the a timesheet at the bottom of the timesheet

•

Your authorizer will receive an email telling them that your timesheet is waiting for approval
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•

•
•

The authorizer can then approve the timesheet. If they do not agree with the hours they can
send it back – in this case you will receive an email informing you that it was not approved along
with the reason why
To be able to see the rejected timesheet you will have to log out and then log back in again
instead of refreshing. Make the necessary changes and resend your timesheet.
Once it is approved the status will change to approved.
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Once your timesheet has been approved, you will get a confirmation e-mail. It will also be visible on
your timesheet tool when you log in.

You will still need to create and send your invoice to Beyond for the hours monthly, as you do now
Send your invoice to Timesheets@beyond.co.nz as you currently do.
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