. QUICK REFERENCE GUIDE:

Submitting Timesheets

VNDLY Log in

Log into VNDLY: You will receive an Email for access into VNDLY. To reset your password, enter your

username and click continue.

(For optimal performance, Chrome is recommended.)

Sign In

Username

’ adefreeuw@nextsource.com

Click on Forgot Password.

« Back Password

Enter your password -Forgm Password

Enter in your username, then click Email Me Reset Instructions. This will prompt an email to be sent to
your registered email address with a link to reset your password. Password resets can be completed at
any time. Should you not receive the email immediately, be sure to check your junk or spam folder. This

email comes directly from a noreply@vndly email address.

Forgot Password x

Enter your username associated with this account and we'll send
you a link to reset the password.

Enter username

l adefreeuw@nextsource.com| l

[ W Email Me Reset Instructions KRN
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Submitting a Timesheet

Once logged into VNDLY the associate will see their current time sheet. This will include multiple codes.

4 Dec 05,2022 -Dec 11,2022 [ B & 3% B xcacel . Save
Enter Time Status: New Contractor: Amy Rodgers ‘Vendor: Mit Test Vendor
Accounting Code Mon Tue Wed Thu Fri Sat Sun
Work Type Cost Object Dec 05 Dec 06 Dec 07 Dec 08 Dec 09 Dec 10 Dec 11 TOTAL

WO000038 - Research Assistant

Standard 10/1ST FLOOR - ALU 0 - - - - - - 0.00
Standard 04- RENEWAL EXT | 0 - - - - - - 0.00
Standard 07 - RENEWAL EXT | 0 - - = o o o 0.00

TOTAL 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00

+ Add New Row
Total Hours: 0.00 Total Worked: 0.00 Total Non Worked: 0.00

+ Add New Row button to the bottom left of the displayed timecard, this will allow selection of non-
working hours. A sick or holiday row will then be added into the timecard.

_Sit:k Time

Holiday

+ Add New Row

After completing the entries, you may select “Save,” in order to save the current information on the
timecard, or “Submit,” to close out the timecard and submit for approval.

|D: TS0000212

= 3 [ X Cancel " Save
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Due to limitations, we are unable to automatically allocate cost objects for hours or
assignments. It is the Associate’s responsibility to put their hours under the appropriate cost
objects. When the Associate is entering their timesheets, there will be a row with their new
cost objects for them to choose on their timesheets.

« For each cost object/charge number allocation, please allocate the hours to the correct code
row on the timesheet.

« If you are instructed to allocate a % of your hours across multiple charge #/cost objects,
please calculate the cost object allocation and then connect with your manager to confirm
calculations.
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