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Entering Hours into Time & Expenses

LogintoiTrent.

https://staff.exeter.ac.uk/hrpr_ess/

Employee Self Service

I Trent
Login a8

Please logon using either

[ Single Sign-on account

Or

[ A different account

W Powered by MHR

Choose Single Sign-on account.

Login using your username and password provided to you, if you are
unsure, please contact your line manager.

From the home screen, click on “View all Time & Expenses” on the bottom
right-hand side of the screen.

O Dashboard News

Latest payslips View my pay > Time & View all Time &
expenses expenses

O Authorised 0

@ 30 May 2024

Click to download

e

'] Awaiting authorisation x

@ 29 Apr2024 &
Click to download 1 — 8
O Errors o

From here you will be taken to an overview of your Time & Expenses.

Time & expenses

Status

In progress -
Start date (dd/mmy/yyyy) m End date (dd/mmsyyyy) B =
18/02/2024 18/06/2024
-
Claim name Start date Reference Cut off date Status

Set Fee Standard 01 May 2024 17 Jun 2024 Provisional (=]
=+ Addcdaim



https://staff.exeter.ac.uk/hrpr_ess/

Click on + Add claim. On the next screen you will be able to add the details
of the hours that you have worked.

< Back to Dashboard

Time & expenses claim entry: New

.

Start date (required;

Please choose v

Start date - The start date of which you are claiming for.

Job title - From the drop-down list choose the position that you are
claiming for.

Claim template - You will need to choose “Set Fee Standard”.

Click “New” to continue to the next screen.
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On this page you will be able to add the details of the Set Fee claim.

< Back to Dashboard

5 Tirme & expenses claim entry: (New)
Job title: TR
Employee
Page 1
Use this for set fee (cash) claims only. For hours claims use Paid Time'
Use the '+* button ta add mare rows
Click ‘Submit to send claim form 1o your manager for suthorisation or ‘Save draft 1o keen the details entered for editing/submitting later.

Element Date Comment Override Position Cost Cade  Fee claimed £

cash ] ‘ * -

Date - The start date of which you are claiming for.

Comments - Add any extra information relating to your claim.

Override Position Cost Code - (Optional) This allows an amendment to the

original cost code attached to the claimant’s position.
Fee Claimed £ - The total Set Fee to be claimed.

To submit your claim, click “submit” at the bottom of the page.



The following page will be an overview of the Time & Expense claim
submission. After checking all the details are correct, you will need to
enter your password to confirm the changes made. Once you have
entered your password click “submit” to confirm the changes made.

< Back to Time & expenses

Time & expenses claim submission:

Claim template

Set Fee Standard

EFE BN

Jab title

TR-

Time and expenses claim reference

Payroll
Claims

Start date
01/06/2024

Cut off date

17/05/2024 - This claim will not now be paid
until 27/06/2024.

Comments

Cutoff and payment dates are subject to
timesheet approval. By clicking 'Submit' you
agree the infermation provided is correct and
subject to the relevant terms & conditions of
employment of the University of Exeter.

Password
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Once you have entered your password click “submit” to confirm the
changes made. This will then be sent to your line manager for
authorisation.

How do | edit my Time & Expenses?

Should you need to edit your Time & Expense this can be done right up until
it is authorised by your line manager.

Click on the claim that you want to change, indicated below.

My pay

Time & expenses °

Time & expenses

This will take you into the Time & Expense where you can edit what is

needed. Once this has been done click on the “submit” button at the
bottom of the page.



< Back to Time & expenses

< Back to Time & expenses

Teme 8 expenses cam entry: St Foo Standrd
Job title: TR
employee
Reference:
Farol Glaims Time & expenses claim submission:
Page 1

Use this for sot fee (cash) claims only. For hours claims use 'Paid Time' Claim template
Set Fee Standard

Element Date Comment Override Position Cost Code ~ Fee claimed £ Iz Job title

Cash 01/05/2024 5 | rest [‘M |+ = TR-

i
- Time and expenses claim reference
e =
:

Use the '+' button to add more rows

. EPE N

Click ‘Submit’to send claim form to your manager for authorisation or ‘Save draft to keep the details entered for editing/submitting later

Payroll

Alternatively, if you need to delete these hours you can do so by clicking on
the “delete” button.

Claims

Start date
01/06/2024

Cut off date

17/05/2024 - This claim will not now be paid
until 27/06/2024.

Comments

Cutoff and payment dates are subject to
timesheet approval. By clicking 'Submit’ you
agree the information provided is correct and
subject to the relevant terms & conditions of
employment of the University of Exeter.

Password
The following page will be an overview of the Time & Expense claim ‘
submission. After checking all the details are correct, you will need to

enter your password to confirm the changes made. Once you have
entered your password click “submit” to confirm the changes made.

You will receive a confirmation via email and your Reporting Manager will
also receive a notification via email to authorise or not authorise your
Time & Expense.
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Once your Reporting Manager has changed the status of your Time &
Expense (i.e., authorised or not authorised), you will receive another
confirmation via email.

University
of Exeter

Timesheet Approved

Timesheet reference: TRU0O00009

Timesheet start date: 23/11/2023

Position: TRU Administrator (Position) - Occupant(s) Miss Test EmployeeA
Approver comment:

Payment date: 30/10/2023

Element Type Time/Units/Miles Cash amount
AW
Set Units 5,000.00
Fee
Total 5,000.00

These values are provisional. The final values will be shown on
the payslip.

Once your Time & Expenses have been authorised, it will appear in the
overview “Authorised” section as shown below.

Latest payslips Viewmypay > | View all Time & |
pen:

@ ;‘o‘nquzvo?ﬁ s B 1 Authorised

|G Az«

javascriptvoid(0);
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Please Note: Your Time & Expense can take up to 3 days to be authorised.

IMPORTANT SECURITY ADVICE As this Self-Service system includes
some very sensitive information about you it is important that you use it
responsibly to ensure that the security of your personal information is
maintained. You should therefore always log out of Self Service once you
have finished using it and should never let anyone know your university
username & password. To log out of Self Service always click on 'Sign out"
which can be found in the Utility menu in the top right-hand corner.
Alternatively, please ensure you close the browser or tab as this will log
you out automatically.



