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Accessing VNDLY

VNDLY accessible 12/19/22

» Hiring Managers access VNDLY on the
MITemps website:
hr.mit.edu/managers/hiring/temp

» The MITemps Request Form is being
replaced with a link to VNDLY.

Hiring Managers have access through
SSO (Single Sign On).

Username is E-Mail and Password is the Single Sign On (SSO)

Sign In

Username

[ adefreeuw@nextsource.com

If you are unable to log in, please contact MIT @nextsource.com
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Publishing New Jobs

Creating a new Job

To create a Job, click on the Jobs tab of the home screen.

Jobs
& 23

On Hold Pre Identified
0 8

Click publish a new job, then select your job title from the popular jobs column. If your job title does not appear,
type it into the search bar and select it from the dropdown list that appears.

Publish a new Job >

JOB TITLE

Create a new job order either by entering a job title in the box below or by clicking on your recent jobs or popular jobs

[Search or pick job from below «

RECENT JOBS POPULAR JOES
Administrative Assistant Administrative Assistant
Administrative Assistant General Laborer

Complete the job form by filling in the fields below:

1. bele[t an SO IrIOrimanon

Or?anization Job Title Job Category

:T;nltt Administrative Assistant Office & Administrative Suppert
2. no

prepopulated Organization Unit =

select your Select an Organization Unit -

name from the Resource Manager *

Resource Please select Organization Unit first
3. Enter the Please select Organization Unit first

Timesheet Number of Positions =
4
approvers. Can 1

choose mUItIPIe Reason for Hire *

names. 5
Please select a reason for hire
4. Enterthe
Number of Planned Start Date * E Duration of Job *
Positions open = pay
5. Select Reason Planned End Date *

for hire =

6. Selectthe Location -
planned Start
Date and
planned End
Date

7.  Selectthe
Location from
the dropdown
list

Select. |
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10.

11.

Identify if the
position will be
Onsite or
Remote

Pay Group will
default to BWMS
Select the Cost
Object from the
dropdown list

If there are
additional cost
objects select
the + Add
Another from
the dropdown
list

Job Site | 8

* (Onsite Remote

Pay Groups * 5

Please select a pay group

Cost Allocation Code

Cost Object * 10

+ Add Another

12. Select Yes/No

13.

from the
dropdown list for
all the questions
Enterin the
Financial
Officer. This
contact is used
as a point of
escalation for
cost object
expiration.

Custom Fields

12

Does the position require working with minors? *

=

Is the position assignment with the Department of Facilities? *

Does the position grant access to any confidential records that are

protected under HIPPA? *

Does the position grant access to any sensitive confidential records
that are protected under FERPA, such as franscripts or disciplinary

-

records *

Will the position engage directly with students in residential life? *

-

Does the position grant access to any secure or sensitive facilities?
*
Does the position grant access to any financial, payroll or other

=

personnel records? *

Financial Officer* | 13

-nextSource
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14.

15.

16.

17.

18.

19.

Enter in the
Pay Rate
Arrows
Select
Yes/No
from the
dropdown list
for all the
questions
Hiring Type
is populated
automatically
Select the
dropdown
Contractor
Options
Select the
Pay Type
from the
dropdown
Enterin the
expected
hours per
week to
properly set
candidate
expectations
as well as the
estimated
budget
calculator

Pay Rate *| ,

35.00

Do you intend to have this candidate work temporarily outside

U.S. for more than 30 consecutive days? *

Is candidate under 182 *

11

Will this candidate be required to travel internationally on

=N

assignment? *

Compensation
Hiring Type *
Contractor

Pay Type *

Hourly

Standard Hours Per Week *
40.0 19

Budget Calculator

To activate calculation, please fill in the required fields.

Current MIT Employee? *

-—)

Is candidate currently living outside the U.S. with the intention of
performing this assignment remotely? *

Prior nextSource contractor? =

11

Contractor Options * 17

Contract Only x

18

:.nextSource
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20. Adjust the years of Job Requirements
Experience required for the

job Experience (years) 20

21. Enterinany additional Must .
have Skills 0 —_ 20

22. Enterinany Nice to have Technical Skills - Must Have
skills Enter skill and click add 21

23. Adjust the Job Description
and add any position
specific information Enter skill and click add 22
necessary

Job Summary

Administrative Assistant

Job Description *

File Edit Wiew Insert Format Tools Table

Formats B 7 =

i
i
lil
il
%
[r)

Administrative Assistant 23

Once the job form is filled out, click Submit

m > Cancel ~ Save For Later

If you have a candidate already identified for the Job, select Yes from the pre-identified candidate popup.

x
Have you pre-identified a candidate?

).

Is the candidate profile in VNDLY, select no or | don’t know to add them and complete the candidate details form.
If they are already in VNDLY you can choose yes, then choose the candidate.

>
Is the candidate profile in VNDLY?

Yes MNo I don't know -

:.nextSource page |5
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Pre-ldentified New Candidate Intake Request Form >

Contractor *

Firstname Lastname
Email us US +1 Enter phone number
Notes

Free format message with pay rate for IC and any other details

Questions

Has the contractor been notified of the engagement and the onboarding services provided to your

company?

' Yes (O Mo

Has the contractor been notified of the contractor pay details noted above? > wes () No

May we contact the contractor and begin the engagement and onboarding process? 2 yes () No

Do you want program administrator to contact you prior to reaching out to the contractor?

) Yes ) No -

Scroll down to view all questions. Questions are answered Yes or No.

In the Notes section please enter in the date of birth (MMDD) and last 4 digits of SSN and Associate’s address as
the last question is requesting.

If this job is created by duplicating a recent job posting, check this box to confirm that you have
reviewed the custom fields answers on the job information page as they specifically relate to the
worker you are now identifying.

() Yes () No

Have you entered date of birth (MMDD) and last 4 digits of SSN, and the candidates address in
Notes field above?

() Yes () No

=)

Click on Save, Request Approvals and your job will be sent for the appropriate approvals.

Request Approvals x
Level Manager Name or Email Optional?
1 PMO VNDLY No
1 Joanna Joseph No
1 Cynthia Lyon No
1 Marie Barry No

+ Add Additional Approver

Request Approvals Cancel

:.nextSource page | 6

Advancing the way the world connects with talent.



Success

Job will be auto-published upon receiving approvals

-

Choose OK

Searching Existing Jobs

All published jobs can be found by clicking the Jobs icon on the home screen.

Pre Identified
8

Administrative Assistant = Starts Nov1,2022 Ends Jan 27,2023 @ Remote- AZ|R.. Location/Waork Site Created Dec 2, 2022+ 1D 79
PENDING APPROVAL & USD Not Entered & Adam Schlosser Resource Manager
@ USD Not Entered Pay Rate & Office of Provost Area Org Unit
Instructor [ Starts Nov1,2022 Ends Jul 8, 2023 ® Remote- NV |R.. Location/Work Site Created Nov 30, 2022+ 1D 77

ACTIVE 1 Applicant

2 Pre-ldentified

Research Assistant <

ACTIVE 0 Applicants

@ o

i’

USD Not Entered

) USD Not Entered Pay Rate

Starts Nov 29, 2022 Ends Sep 24,2..
USD Not Entered

MIT Test Manag... Resource Manager

Chancellor's Area Org Unit

Remote - CO | R... Location/Work Site

Test VNDLY Resource Manager

Created Nov 29, 2022+ ID75

& o

USD Not Entered Pay Rate & Alumni Association CEQ Org Unit

Managing Work Orders

Once an associate begins their assignment, they will have an active work order. To review active work orders, click on
the work orders icon from the home page.

Work Orders

Ending
2

Click on the job title to enter the work order and review the assignment details.

:.nextSource
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Search

Research Assistant W0O00038

Research Assistant W000036

Intern W000035

Assistant WO00034

Assistant WO00033

Click on view work order

Research Assistant W000038

Start Date: Nov 14 2022

End Date: Jun 012023

Bill Rate: USD 20.00

Pay Type: Hourly

View Work Order -

To change or modify an active work order choose Update Work Order

Home > Work Orders » W000038

Research Assistant sme wooooss

& Contractor: Amy Rodgers

Overview  Checklists

5] Created: Dec1,2022 by Test Vendor

Q 24 Results

Amy Rodgers Mit Test Vendor

Betty Smith Mit Test Vendor

Test Person 10 Mit Test Vendor

Test Person 16 Mit Test Vendor

Test Person 15 Mit Test Vendor

Amy Rodgers Mit Test Vendor

Contractor Systems ID: C0000162
Client Contractor ID: NA
MSP Contractor ID: NA

Source Type: Directed

I& Vendor: Mit Test Vendor (%) View Timesheets

Sort By  ID (High-Low) v
ACTIVE v
ACTIVE hd
ACTIVE hd
ACTIVE v
ACTIVE v

ACTIVE

Resource Manager: MIT Test Managerl

Organization Unit: Alumni Association CEO

Location:

Remote - CO | Remote

L=}

- Update Work Order [0

Choose which change should be made on dates, rates, dates and rates, or edit another field.

-nextSource

Advancing the way the world connects with talent.

Page | 8



What would you like to do?

Change Dates
=9 <

Make Work Order start and end date changes. Might require approvals.

Change Rates

@

Make pay rate and/or bill rate changes. Might require approvals.

Change End Date and Rates (Modify Work Order)
& Make a combination of end date, rates, budget and/or fee profile
changes. Might require approvals.

Edit Work Order

All other field changes. Has no approvals.

Make the revised changes and choose the dropdown Reason for the Modification

work Order Modification

End Date

Bill Rate

Pay Rate

Total Budget

Budget Change Armount

Fee ProfTile

Reason for Modification

Current

Jun 07 2023

uUsD 20.00/h0r

usD 20.00/hr

usD 23,040.00

Effective Date Choose date

View/Edit Budget Details

Revised
Jul 01 2023

22
(Markup: 0.00%:)

22

23,040

Default

select Reason

. Then select Confirm.

- 4=

Select Reason

Date Extension

MPMonetary Increase Within Approved Budget
Monetary Increase With Project Change Reguested

~ concer NN 4

-nextSource
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To review the Associate’s work orders, select their name from the Work Order or navigate to the Contractor (Associate)
Profile by selecting the Contractors dropdown on the toolbar.

VNDLY | Home ', Contractors ~

I\ Contractors Summary
Home Work Orders

Work Orders

~ Test Person7
TP Systermn ID: CO000118
@ 0001 | 77 Massachusetls Avenue

o e e e Job Title Rate Resource Manager End Date
Computer Programmer USD 41.51/hr  Laurie Bryce July 29,
2023
T Test Contractor2
T(ﬁ System ID: CO000010
- @ 0001 | 77 Massachusetts Avenus
e S 's;r e A Job Title Rate Resource Manager End Date
Teaching Assistant USD 47.44/hr Derek Welcome Jan. 2, 2023
T John Smith
1S ystem ID: GOGOO014
e @ 0001 | 77 Massachusetls Avenue
ﬂ. ﬁ{; v Job Title Rate Resource Manager End Date
Teaching Assistant uspD 23.72/hr MIT Test Manageri Jan. 6,
2023
Instructor uUsD 23.72/hr Mary Ellen Royer Jan. 8,
2023

Approvals

Approvals Widget on Homepage

The Approvals widget shows a count of the approvals you currently have pending. By selecting the approvals
widget you can quickly review which approvals you have pending and filter them by approval type.

To begin reviewing your approvals, select the Approvals widget from the homepage.

As: Andrea DeFreeuw v

e Jobs 7, Work Orders = Pending Modifications
E e

® Contractors
6 4 0 3

On Hold Pre Identified New Ending Awaiting Client Awaiting Vendor Ending
0 3 0 0 0 0 0

R

e Review Timesheets 4 Review Expenses 0 ‘9 Approvals 4 Publish a new Job

My Tasks 1 Due Archived Q. = (om]

Pending offer for Jane Small for job 381 - Software Development Engineering Tester (SDET)

i i &
& e bec1,2020 @t il Notifications 44 unread only @0 Q
Offer

Andrea DeFreeuw started running a session as you

Jan 20, 2021, 12:55 PM

Congratulations! Jane Small has been successfully
onboarded for Job - ID:384 Software Development
Engineering Tester (SDET).

Jan 20, 2021, 12:49 PM

:.nextSource page | 10

[ ]
[ ]
®
L Advancing the way the world connects with talent.



In the Filters Section, select the type of pending
approvals you would like to review. Once a box is
selected the filter will automatically be applied.

= Filters Clear

Ownership A

Assigned to Me

Approval Type A

Fxpense & Adjustment
nvoice

ob Change

ob Offer Release

ob Onboarding

ob Publish

Scheduled Milestone P..
Timesheets

Work Order End

Work Order Modification

To view an item pending your approval, select the View option and you will be redirected. For timesheets, you

will be taken directly to the timesheet week to review the timesheet and approve or reject.

Approvals
= Filters Clear
Ownership ~

Assigned to Me

Approval Type ~

Expense & Adjustment
Invoice

Job Change

Job Offer Release

Job Onboarding

Job Publish

SOW Acceptance
SOW Change Order
SOW Payment
Scheduled Milestone P

Timesheets

4 Results

© Timesheets
1 Timesheet, Dec 26, 2020

© Timesheets
1 Timesheet, Dec 19,2020

© Timesheets
1 Timesheet, Dec 12, 2020

© Timesheets
1 Timesheet, Dec 5, 2020

Dec 26, 2020

Dec 19, 2020

Dec 12,2020

Dec 5, 2020

© Timesheets

1 Timesheet, Dec 26, 2020

® Dec 26,2020, 7:00 PM

DETAILS

SortBy  LastUpdated Date (New-Old) ~

View Timesheets

e View Timesheets

-nextSource
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Individual Timesheet Approval Process

Select “"Review Timesheets” under My Quick Actions on the home page, or select Timesheets from the header
menu, and then “Summary.”

As: Andrea Manager v

— Work Orders -5 Pending Modifications

1 ¥ 0
On Hold Pre Identified New Awaiting Client Awaiting Vendor
0 0 0 0 0

Contractors
&

1

@ Review Timesheets 2 > { Review Expenses 0 >

Select the date range for the timesheets you are attempting to review. You can also sort by status to view only
Submitted timesheets pending your approval.

2]

Timesheets Pending Approvals ¥ Download
Work Week Period Date Range Search: By Status
Monday - Sunday 4 30 Nov 2020 - 06 Dec 2020 m > m Search by candidate or vendor name Select...
0
[J ~ Casper, Tests B GoToTimesheet &I Reject |1 NI
nextSource

Total Regular: 36.00 Total Hours: 36.00 Billable Hours: 36.00 Status: Submitted
Submitted by Andrea DeFreeuw at Dec 7, 2020, 2:13 PM

Select the dropdown arrow to the left of the Associate name to review the timesheet OR select *Go To
Timesheet”.

o,

Timesheets Pending Approvals ¥ Download

Work Week Period Date Range Search: By Status

< 30 Nov 2020 - 06 Dec 2020 m > m Search by candidate or vendor name

Monday - Sunday Select...

O

E" Casper, Test5 E| GoToTimesheet | &I Reject 1fle Approve
nextSource

Total Regular: 36.00 Total Hours: 36.00 Billable Hours: 36.00 Status: Submitted
‘Submitted by Andrea DeFreeuw at Dec 7, 2020, 2:13 PM

:.nextSource age | 12
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If a note has not been added to a timesheet, an “Add Note” icon will appear next to the “Go To Timesheet”
button.

[0 ~ casper Test5 D Go To Timesheet ~ @1 Reject [T FIIS

nextSource
Total Regular: 36.00 Total Hours: 36.00 Billable Hours: 36.00 Status: Submitted
Submitted by Andrea DeFreeuw at Dec 7, 2020, 2:13 PM

If a note has been added to a timesheet, a “View and Add Notes"” icon will appear next to the “*Go To Timesheet”
button.

[ ~ casper, Test5 D Go To Timesheet @1 Reject [T NG

nextSource
Total Regular: 36.00 Total Hours: 36.00 Billable Hours: 36.00 Status: Submitted
Submitted bv Andrea DeFreeuw at Dec 7.2020, 2:13 PM

If an attachment has been added to a timesheet, a “This timesheet has documents attached” icon will appear
next to the “Go To Timesheet Button”.

[J ~ Casper, Test5 D Go To Timesheet = &1 Reject [T F-VIIIT

nextSource
Total Regular: 36.00 Total Hours: 36.00 Billable Hours: 36.00 Status: Submitted
Submitted by Andrea DeFreeuw at Dec 7, 2020, 2:13 PM

Once the timesheet has been reviewed, select “Approve” if the hours are accepted, OR “Reject” if any changes
need to be made. PLEASE NOTE: If you reject the timesheet, you will be asked to provide a reason for rejection to
assist the associate in changing the timesheet.

« Apr05,2021-Apr 11,2021 (3 B &% B =Adust §1 Reject

vendor: Vendor Test

Time In / Out Status: Submitted Contractor: Max Rodgers
Mon Tue Wed Thu Fri sat sun
Apr 05 Apr 06 Apr 07 Apr 08 Apr 09 Apr 10 Apr il
Time In Time Out Time In Time Out Time In Time Out TimeIn Time Out Time In Time Out Time In Time Out Time In Time Out
8:00am 12:00pm
1:00pm 5:00pm
TOTAL 08h 00m 00h 00m 00h 00m 00h 00m 00h 00m 00h 00m 00h 00m
Total Time: 08h 00m Total Allocated: 08h 00m Total Non Worked: 00h 00m

Allocated Hours

Accounting Code Mon Tue Wed Thu Fri Sat Sun
Branch Code 6L Code Profit Center Code Apr 05 Apr 06 Apr 07 Apr 08 Apr 03 Apr 10 Apr 1 TOTAL

WO000140 - Administrative Assistant

0339 7030 00 8.00 0.00 0.00 0.00 0.00 0.00 0.00 08h 00m

Remaining 00:00 00:00 00:00 00:00 00:00 00:00 00:00

Reason for Rejection

Message

:.nextSource page | 13
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Bulk Timesheet Approvals

An option to bulk approve timesheets is available on the Timesheets page. To bulk approve timesheets, select
Timesheets > Summary.

Timesheets ~ ashboa

B Summary

Home = Timesheets [EF Timesheet Archives
Timesheets

Select the timesheets that will be included in the bulk approval by checking the box next to the timesheet.

) N = ; D,
Timesheets % upload = Upload Notes Pending Approvals 3 Download
Work Week Period Date Range Search By Status
Sunday - Saturday € 14M2r2021 - 20 Mar 2021 (3] B [oQESWON  scarcn by contract endor name Select

1 Timesheet is selected. Approve (1) Reject (1)

4Results

isi, Patricia

B Go To Timesheet ~ # Reject
therine Supplier

Total Regular: 36.00 Total Hours: 36.00 Billable Hours: 36.00 Status: Submitted

Submittad by Andrez DeFrasuw st Mar 24, 2021, 2:08 P

therine Supplier

Total Regular: 36.00 Total Hours: 36.00 Billable Hours: 36.00 Status: Submitted
1,2:00 P

Submitted by Andres DeFreeun =t Mar 24

Go To Timesheet 8! Reject

Total Regular: 40.00 Total Overtime: 5.00 Total Hours: 45.00 Billable Hours: 45.00 Status: Submitted
Submitted by Andrea DeFreeuw at Mar 24,2021, 2:10 PM

Go To Timesheet &1 Reject

Total Regular: 40.00 Total Overtime: 5.00 Total Hours: 45.00 Billable Hours: 45.00 Status: Submitted
Submitted by Andres DeFreeuw at Mar 24, 2021.1:48 PM

Once all timesheets are selected, click Approve, then click Confirm Approval.

O ¥ Download

Timesheets % Upload = Upload Notes Pending Approvals x
Work Week Period Date Range Search By Status
Sunday - Saturday 4 14 Mar 2021 - 20 Mar 2021 m > Select..

4 Timesheets are selected. Select All 4 Timesheets Approve (4) Reject (4)
Select Al 4 Results
~ Agupusi, Patricia Go ToTimesheet & Reject

Catherine Supplier

Total Regular: 36.00 Total Hours: 36.00 Billable Hours: 36.00 Status: Submitted

Submitted by Andrea DeFreeuw at Mar 24, 2021, 2.08 PM

- .D‘ Ihé;:1;ésu|>\)lwer Go ToTimesheet &1 Reject
Total Regular: 36.00 Total Hours: 36.00 Billable Hours: 36.00 Status: Submitted

Submitted by Andrea DeFreeuw at Mar 24, 2021, 2:09 PM

~ Rice, Mally Go ToTimesheet & Reject -

Catherine éuppl\er
Total Regular: 40.00 Total Overtime: 5.00 Total Hours: 45.00 Billable Hours: 45.00 Status: Submitted
Submitted by Andrea DeFreeuw at Mar 24, 2021, 2:10 PM

= ~

Go ToTimesheet & Reject

ADeFreeuw Inc
Total Regular: 40.00 Total Overtime: 5.00 Total Hours: 45.00 Billable Hours: 45.00 Status: Submitted

Submitted by Andrea DeFreeuw at Mar 24, 2021, 1:48 PM
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?

Are you sure you want to Approve?

ou weon't be able to undo this action.

Confirm Approval Cancel

Individual Expense Approval Process

Select the More dropdown on the main toolbar, then Expenses & Adjustments.

7= Approvals
5 Documents
Work Orders

& Expenses & Adjustments

Ml Manage Checklist Actions

Expenses can be filtered by status in the Filters menu on the left of the screen.

Expenses & Adjustments

= Filters Clear Search Q
Current Status ~
Draft
Expense (EIEORELY Lunch
Submitted .
rB ID: E0000051 2, Max Rodgers E 14 Apr 2021 é Type: Default  [2] Vendor Test
Approved
Rejected Expense (@AY Working Lunch

[ 1D:E0000050 2 Max Rodgers [£) 14 Apr 2021 (%) Type: Default [ Vendor Test

To review Expenses click View Expense.

Expenses & Adjustments

= Filters Clear Search Q
Current Status ”~
Dt Expense Lunch
Submitted .
@ ID: E0000051 2, Max Rodgers E 14 Apr 2021 é Type: Default  [=] Vendor Test
Approved
Rejected Expense (@A) Working Lunch

[ 1D: E0000050 2, Max Rodgers [=] 14 Apr 2021 () Type: Default JZ] vendor Test

SortBy  Last Updated Date (High-Low) v

10 Results

‘Submitted Amount:
USD 50.00 ~
View Expense

‘Submitted Amount:
USD 40.00 ~
View Expense

SortBy  Last Updated Date (High-Low) ~

10 Results

Submitted Amount:
USD 50.00 ~

» View Expense

Submitted Amount:
USD 40.00 ~

View Expense

nextSource
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Review the expense details, then click Approve or Reject. If rejecting an expense, please give a detailed response
so the worker is able to correct and resubmit.

Expense Report .
E0000051 - Lunch Type: Default Max Rodgers | 14 Apr 2021

Work Order Vendor Organization Unit Approvers Total Amount

WO000140 - Administrative A tant  Vendor Test West Merit Test Manager USD 50.00

Expenses
Title Date Amount Type Attachment More Approve Reject
Lunch 10 Apr 2021 USD 50.00 Meals - Jane Small.docx [ ]

Lunch

Charge Code
0339 -7030- 00

Invoice Details

Charge Code . Fee Type = Amount & Tax Amount & Billing Cycle = Invoice Number &
0339 -7030- 00 Expense-Default uUsD 50.00 uUsD 0.00 Mar 28, 2021 - Apr 27, 2021 Not Yet Invoiced
Total UsD 50.00 UsD 0.00

Running and Exporting a Work Order Report

The Work Order Report contains details of work order information related to active and ended work orders.
Data includes Associate name, Manager Name, Business Unit/Organization, Start and End dates, Work
Order Status, Number of days of the Assignment, Job Title, Vendor Name, Pay Rate, Bill Rate, Markup,
Location of Assignment, End Reason (for ended work orders).

From the main toolbar, select Reports > Reports Home. ‘

VNDLY 1t Home . ] ] i ets I Da Reports ~

Reports Home

Search for then select Work Order Report.

Work Order Q SortBy  Most Recent First v
2 Results All Scheduled  Favorites
» o Work Order Report o Expont

B8 Work Orders  [E Standard

o Work Order Rates 4 Export

88 Work Orders [ Standard

:.nextSource age | 16
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Select a Business Unit, if narrowing your search from default setting of All Business Units.

Select Business Unit

Select Organization:

Set the date range, click Submit

Select Business Unit From To

al - 24Nov2020 (4  01Dec2020 (=

1 1

View
: - K

To export the report, select the three dot dropdown menu

Customize the report, as needed, and Export as PDF, Excel, or CSV

Schedule

» @ Customize

I Analyze (Beta)

Sub -
|& Export PDF
| = Export Excel

i= Export CSV

Running and Exporting a Contractor Time Report

The Contractor Time Report (Associate Timesheets) contains details of weekly timesheet submission by
contractor. Data includes contractor name, manager name, timesheet approver name, business
unit/organization, vendor name, timesheet start and end dates, job title, pay rate, bill rate, total number
and type of hours (Reg., OT, DT), amount billed by type of hours and total amount billed for the week,
invoice number (if invoiced).

From the main toolbar, select Reports > Reports Home. ‘

Reporis -~
Reports Home

File Transfer Reports

— Work Orders

:.nextSource age | 17
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Search for then select Contractor Time Reports

Contractor time Q SortBy  Most Recent First ~

1 Resulis Al Scheduled  Faverites

Contractor Time Reports
» o P

 Export
B8 Timekeeping [F] Standard () Last run: Nov 17, 2020, 10:27 AM
Select a Business Unit, if narrowing your search from default setting of All Business Units.
Select Business Unit
» t&_ll. - -
Select Organization:
Set the date range, click Submit
Select Business Unit From To
Al - 24 Nov 2020 (3 01 Dec 2020 (3

View t t
: - T

To export the report, select the three dot dropdown menu

Customize the report, as needed, and Export as PDF, Excel, or CSV

Schedule

» 1 Customize

ils Analyze (Beta)

sup
|& Export PDF
| = Export Excel

:= Export CSV

Adding an additional Timesheet Approver

If a situation arises where you will be out of the office, adding a delegate or additional timesheet approver
user can ensure your timesheets and expenses are approved on time. To add a delegate, select your name

from the top right corner of the VNDLY screen, then select Delegate Access.
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A | Andrea DeFreeuw

I My Profile
Switch Account
#1 Delegate Access

[= Sign Out

Click Add New Delegate, then search for their name and add the user.

Delegate Access

GRANT ACCESS REQUEST ACCESS

Grant or deny permission for other users to access and manage your VNDLY account

Name Requested Granted Expires Status
Add A New Delegate X
Show 10 v Entries Search:  mirand
Name 12 Email Company
Catherine Miranda cmiranda@nextsource.com BrandSafway » m
Showing 1 to 1 of 1 entries (filtered from 67 total entries) Previous Next

Choose the date the delegate access should end then click Save.

Add Delegate X

o| Select end date for Catherine Miranda to access your account

(® Select Date I
* 15 Apr 2021 i)
« April 2021 »
I Su Mo Tu We Th Fr Sa
28 29 30 3 1 2 3

11 12131416

18 19 20 21 22 23
25 26 27 28 29 30

3 4 2 o]

Action

» + Add New Delegate

:.nextSource
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