


Please approve timesheets according to the approval
schedule that you have received from your Adecco/Sihti
contact person (separate document).

You will receive an email notification during the morning
of the last approval day if you have timesheets waiting
for approval.

In case you experience problems, please contact
userinfo@adecco.fi / yhteydenottopyynnot@sihti.fior
you may reach out to your Adecco/Sihti contact person.
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Login

* You will receive your username and link

https://aapo.adecco.fi/faapo/login to the Aapo-portal via .Adecco

email.

idlald

* When you login for the first time, you need to set a password
and accept our privacy policy.

Usermame

* We recommend you use computer to access the portal.

* ltis also recommended to use the portal with Chrome Password
browser. The portal is not compatible with other browsers.

»  Ifyou have forgotten your password, click on the Forgot your
password - link. You will receive an email to set a new
password.
(] Remember me
*  The system requires you to change your password every 90
days. Forgot Your Password?
> You can use the portal either in Finnish or English. In case you
wish to change the language, please contact your contact
person.
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Navigation

*  Click on the"Timesheet’-tab to view the timesheets.

Adecco
sihkl

ff TIMESHEETS SSIGNMENTS

NS~—  —
WELCOME TO ADECCO AND SIHTI CUSTOMER COMMUNITY!
~placewhere you zenessiy cneck and sporove timesheets!
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Timesheet view 1/3

*  From this view you can see all timesheets which are

waiting for approval. If this view is empty, you don't =
have any timesheets to be approved. Waiting for approval

Collapse All Approve All Selected Reject All Selected

* You can filter the timesheets according to payroll .
period T— G > d
. v

Tun (o]
> You can view weekly and daily entries by clicking on / [\
"Expand" or by CliCI‘(ing on the arrow in -Front O-F the ] Name v Totalh.. Start s End ~ Break.. v Overti. v Absen. v Comm.. v Add-on v Add-o.. Réfer.. v

(4]
3

D » Tydntekijs, Toivo 143:00 10:00 hEH 245 ez ez 28 e

employee/timesheet.

O w  Tybntekijs, Taina 70:30 04:30 ez 15 Yes ez 11 Yes

(<]

» T5-201510-348677 3130 1692019 2292019 0Z:00 RCH 75 Yes Yes -] Tyd

> You can modify the width of the column by clicking NN

(<]

23.92019 299201 0z:00 RCH 75 Yes Yes 5 Tyd

Kl

from the side of the column and moving it right/left. - i g
O 24.9.201% iRty 1= 00:30 0 [+
|:| 25.9.2019 07:30 07:00 15:00 00:20 [1] —> E
|:| 2692019 07:30 07:00 15:00 00:20 o Olosuhd... 5 E
O 27.9.2019 00:00 e e e 7.5 Loma E
O 28.9.201% 00:00 e e e 0 E
O 29.9.2019 00:00 e . e o =
|:| » T5-201%10-3485679 07:30 30.9.2019 30.9.2019 00:20 o Tydla E
O 3 Tybntekijs, Timo 114:00 07:30 ez ez 3 \ RY E -

V
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Timesheet view 2/3

* "Yes” in the overtime column means that the B mecseers SEREEERE
employee has chosen overtime compensation.
By expanding to daily level, you can see which
days contain overtime compensation.

Waiting for approval

Collapse All Approve All Selected Reject All Selected

SelectJob Type
[ Display All . l

- By expandingto weekly timesheet level, youcan
see the references per timesheet.

- By expanding the view to daily level, you can see

also the comments and daily add-ons which the

employee has chosen.

D Mame ~  Break.. » Overti.. v Absen.. v Comm.. » Add-on » Add-o.. w| Refer..
D » Tydntekijs, Toivo i 10:00 hH ez ez 28 C ez E
D w  Tydntekijd, Taina F0:30 \ 04:30 Yes 15 Yes Yes 11 / Yes E
e
D » T5-201910-348677 31:30 16.2.201% 22.920( 02:00 ) es 75 Yes Yes & \ Tyd A ) E
(] w T5-201%10-3485678 ‘ 31:30 2392019 29.9.2019 02:00 es 75 Yes Yes 5 \M E
23.9.2019 09:00 07:00 14:30 00:20 es o E

O 24.9.201% 07:00 15:00 00:30 0 [+
O 25.9.201% 15:00 00:30 / \ [+
O 26.9.201% 07:30 ( 0 Olosuhd.. 5 \ [+
O 27.9.2019 00:00 - - - \ 75 Loma / E
O 2852015 00:00 o e e \—/ =
O 29.9.2019 00:00 e - - 0 [+
O > TS-201910-348675 07:30 3052019  30.9.201%  00:30 0 Ty A [+
|:| » Tydntekijs, Timo 114:00 07:30 hEH ez 3 ez E
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Timesheet view 3/3

> You can see timesheet details also by clicking the timesheet
number.

* From the timesheet details you can see for example reference,
job name, employee’s name, status, total working hours and
total absent hours.

* You can also find below information:

— start time and end time (break will be deducted from the
working hours if the employee has entered a break)

— working hours per day
— absence hours

— overtime (Y=employee has chosen overtime to be
compensated)

— Add-on names and quantities

— employee’s daily comments

* Click "View all” to see absence details.

#  TYOAIKARAPORTIT  TOIMEKSIANNOT

Tydaikaraportti
T5-201910-348678

Rsfaranss Tila SaEnndlliset tunnit yhimens Poisszalotunnil thtesnss
Tk Lsheterty 3150 S0
Tyoaikaraportti (7)
PAIVAMAARA ALDITUS LOPETUS TYOTUNNIT POISSAOLOT FLITYOT LISAT LISIEN MAARA KOMMENTTI
392019 0700 16:30 9 o Y
2852019 o700 1500 75 ]
25.9.2019 0700 1500 75 o
2692019 0700 1500 75 o Olasuhdedis (&) 5
722019 i = o 75 Lama
2852018 e e 8 )
2772017 = - Q g
1-7 7] .

Hyviaksymishistoria (3)

N KIM| PAIVAYS KOMMENTIT

Submitting request for approval.

Sy

199.201%

Myid

A
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Approving / Rejecting timesheets 1/3

> You can approve a timesheet from the waiting for
approval list by choosing a timesheet and clicking
from the arrow on the right corner.

A TIMESHEETS  ASSIGNMENTS

Waiting for approval

Collapse All | Approve AllSelected ) Reject All Selected

. Select IO
*  You can also choose one or several timesheets to
be approved at the same time by choosing the _
. . . ’ Tuntltyo
timesheet(s) and then clicking "Approve All
,
Selected”.
B MName ~ Totalh.. » Start ~ End w Owerti_. » Absen.. w Comm.. » Add-on » Add-o.. v Refer..
D % Tyontekijs, Toivo 143:00 10:00 ez 245 Yes fes 248 ez EA
» Please notice that you can only approve or reject R —
timesheets on employee or weekly level. mmeoe  mw deme mewn am (e
D » T5-201%10-348478 31:30 23.9201% 29.9.201%9 02:00 Yes
[ ] Approved timesheets Will be Sent to D 3 T5-201910-348579 07:30 2092019 3092019 00:30
Ad eCCo’s/Si hti’s pay rol | . |:| » Tyontekijd, Timo 114:00 07:30 ez ez 3 ez E -
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Approving / Rejecting timesheets 2/3

* You can also approve or reject a timesheet in Aapo-portal
from the "Approval History” by clicking Approve or Reject. Timesheet

TS-201910-348678

Feference AzzociateMame Szatus Total Regular Hours Tozal Absent Hours

* You will receive and email when you have timesheet to be Toeveveds e 510 0

approved. You can quickly accept or reject the timesheet by R
replying APPROVE or REJECT to the email. f—

DATE START TIME END TIME REGULAR HOURS ABSENCE OVERTIME ADD-ON NAMES ADD-OM QUANTITIES COMMENTS
2352019 07:00 16:30 9 1] Y
* Please notice that the email notification contains only an e = = :
overview of the timesheet. In case you wish to see all daily . e 3
timesheet details you need to login to Aapo. °
2892019 e . 1] o
2952019 e . 1] o
View All
(1-Fef7)

Approval History (3)

STEP MAME DATE STATUS COMMENTS
CORECaP_MyTimesheetApprover 31102019 14:02 Pending [+]
CORECaP_MyTimesheetApprover 31102019 14:02 Pending [+]
Approval Request Submitted 31102019 14:02 Submitted Submitting request for approval. |:|
View All
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You can reject the timesheet if there is missing or incorrect

Reject Timesheet

information in the portal from the waiting for approval view or Cemments

by opening the timesheet details. |

If you reject a timesheet, you need to add a reason for
rejection to the comments -field. Employee can view the
comments on the rejected timesheet.

After the employee has amended the timesheet, you will

receive and email notification and it will be returned for your
approval.

/_\ THE ADECCO GROUP Making the Future Work for Everyone
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Viewing and filtering timesheets

] . L Adecco
* Below the list of timesheets waiting for approval, you bk
can view all the timesheets. e
* You can view all timesheets or filter them by status: Waiting for approval
. . All Collapse All ject All Selected
- All/Kaikki EENEET e

«  Approved/Hyvaksytty

Tuntityd

- Edited by payroll/Palkkahallinnon muokkaama

° Expired/Umpeutunut D Nama ~ Totalh.. v Start ~ End ~ Break.. v Overti
D %  Tydntekijs, Toivo 143:00 10:00 e

*  Pending approval/Odottaa hyvaksyntaa O > Teriekii T 700 s v
|:| » Tybntekijs. Timo 114:00 07:30 ez

*  Rejected/Hylatty

imesheats

«  System approved/Automaattisesti hyvaksytty (timesheets R Viewed
have been transferred to payroll without approval) stamNgT viEws

AllSK aiklkd

* Recently Viewed (default) [ rsprovesmier
Edited by payroll/Palkkahallinnon muckka
Expired Umpeutunut
Pending approvaliOdottas hyvaksyntia
« Recenthy Viewed [Pinned list)
5

Rejected Hylatty

R R T e
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