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Overview

This is your login window to access the portal. There is a link to the
website where contractor onboarding documents are kept.

Login |
User Name: | |

Password: | |

Forgot Password? |Login|

For your Onboarding Docs visit connect.ianmartin.com

SR AN MARTIN
TIME & EXPENSE PORTAL

Check the lines you wish to approve or

reject and click the appropriate button at the bottom of the page.

Review pending timesheets.
©

e Tnere are no lines to approve at this time.

Customen| Termg: | |[Search|

Approver Terms and.
Agreements

Change Password

Close)
Logout

. T The navigation pane. This
Review pending timeshests

© will remain static while using
Search for timeshests the website and provides
Pipvcier T and quick access to timesheets,
LT sorted by status.

Change Paszword

Logout



Approvals
Review pending timesheets
{1

Search for timesheets

Approver Terms and
Agreements

Change Password
Logout

| salect Al Timesheet ID

Check the lines you wish to approve or reject and click the appropriate button at the bottom of the page.

[Approve][Reject”tlose]

Customer: | | Temp:| |[Search|
| | select Al Timesheet ID Temp Name Hours Expenses customl custom2 custom3
) ACME Inc: Sep 14 - Sep 20 - 42053 - Project Estimator (HOUR)

=) 4312 Bugs Bunny 40,00 0.00 0.00 0.00 0.00

[Approve [Reject”t:lose]
Temp Mame Hours Expenses customl custom2 custom3
| ACME Inc: Sep 14 - Sep 20 - 42053 - Project Estimator {HOUR)
Bugs Bunny 40,00 0.00 0.00 0.00 0.00

=) 431z

Approve][Rej ectHCIose|

Beside the navigation pane is a table where all submitted
timesheets are kept, pending your approval. They are sorted by

company and contractor.

The notice at the bottom of the screen will remain, regardless of the
tab or window you're in. This outlines timesheet due dates and

other important contact information.

Please submit your timesheet on a weekly basis. Timesheets approvals are due Monday at 8:00 p.m. {EST).

| Processing hours is time sensitive, please contact Contractor Success Representative at support@ianmartin.com or 1.844.836.3662 if

you are experiencing any challenges or difficulties.

Note: Weekly hours must be submitted prior to Monday afternoon.
Approvals are due by 8:00 pm EST each Monday.
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Change Password

Using the navigation panel on the left-hand side locate “Change
Password” under the "Preferences” category.

[ [ ]
Sl AN MARTIN

TIME & EXPENSE PORTAL

Do jLogout]
Lo -

e Check the lines you wish to approve or reject and click the appropriate button at the bottom of the page.

0
Search for timeshests

Approver Terms and
Agresments

There are no lines to approve at this time.

Close)

Customer:| Temp: |lsearch|

Close)

Change Password
Logout

A new window will open, allowing you to change your password.
Please note, you will need to know your current password to make
the change. If you do not know your current password please
contact support@ianmartin.com for a password reset.

Home | & Change Password |

Approvals
Review pending timesheets

@) Current Password: | |

Search for timesheets NewPassword: [ |

Approver Terms and
Agreements

00 |
el cncl

Change Password
Logout 5

Confirm Mew Password: |


mailto:support@ianmartin.com
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Approving Timesheets

When you log in you will see all submitted timesheets that are
pending your approval on the home screen.

[ | ]
Sl |AN MARTIN

TIME & EXPENSE PORTAL

etmDosliosenl,
AR
T
w

ve or reject and click the appropriate button at the bottom of the page.

Search for timesheets
Approver Terms and.
Agreements
EEN (G s e [ [ [ [ [
Change Password
Logout

| |Search]

) ACMEInc: Sep 14 - Sep 2042053 - Project Estimator (HOUR)
O  an Bugs Bunny 4.0 000 000 000 000

To view a submitted timesheet, please click the timesheet number
hyperlink.

| | sefect Al Timesheet ID Expenses  customl custom2 custom3

L ACME Inc: Sep 14 -5 - 42053 - Project Estimator {HOUR)

O 4312 Bugs Bunny 40.00 0.00 0.00 Q.00 0.00

[Appmve] [Reject] [Cluse]

Hint: You can click any day in the week you wish to enter time and it
will create a timesheet for the entire week.




Job
Temporary
Date Range
Customer
Submitted on

View Timesheet

You will be redirected to a new window with the submitted
timesheet. The timesheet appears exactly the same way to the
contractor who submitted it.

42053 - Project Estimator
Smith, Jane
09/14/2018 - 09/20/2018
ACME Inc. - Your Name
Submitted by Jane Smith on 10/09/2018 14:42

Timecard History,

@ Eriterioalyackial hows worked:

Date Pay Type ;N Comments Upload File
Fri, Sep 14 Services 8. 1101073-20180914- Project Code: S8PLSSA00300 Project Code: Project Code:
TestUpload.jpg
Mon, Sep 17 Services 8.00 Project Code: 8PL33A00300 Project Code: Project Code:
Tue, Sep 18 Services 8.00 Project Code: 8PLS9A00300  Project Code: Project Code:
Wed, Sep 19 Services 8.00 Project Code: 8PLSSA00300 Project Code: Project Code:
Thu, Sep 20 Services 8.00 Project Code: 8PL33A00300 Project Code: Project Code:
Total Hours 40.00
Services: 40.00
Fri, Sep 14: 8.00
Mon, Sep 17: 8.00
Tue, Sep 18: 8.00
Wed, Sep 19: 8.00
Thu, Sep 20: 8.00
Job 42053 - Project Estimator
Temporary Smith, Jane
Date Range 09/14/2018 - 09/20/2018
Customer ACME Inc. - Your Name

Submitted on Submitted by Jane Smith on 10/09/2018 14:42

Timecard History

The top of the timesheet shows the job the timesheet was
submitted for, the contractor who submitted it and on what date
and time and who the end customer is. You can also view timecard

hiStOV
W Fnfter nnlv actiial honrs workad

| Timecard History x |_
—  Date Status User ID Rejection Reason: =
L

10/09/2018 14:42:51 Submitted Doel |



The middle portion of the timesheet shows you the date hours were
incurred, the payment type, hours, any uploaded file attachments
and the project codes (if applicable).

| View Timesheet ®

Job 42053 - Project Estimator
Temporary Smith, Jane

Date Range 09/14/2018 - 09/20/2018
Customer ACME Inc. - Your Name

Submitted on Submitted by Jane Smith on 10/09/2018 14:42
Timecard History,

g Eriterioalyackial hows worked:

Date Pay Type Hours Comments Upload File

Fri, Sep 14 Services 800 1101073-20180914- Project Code: SPLSSA00300  Project Code:  Project Code:
Testupload.jpg

Mon, Sep 17 Services 800 Project Code: 8PLS3A00300  Project Code:  Project Code:
Tue, Sep 18 Services 800 Project Code: S8PLSSA00300  Project Code:  Project Code:
Wed, Sep 19 Services 800 Project Code: 3PLSSA00300  Project Code:  Project Code:
Thu, Sep 20 Services 800 Project Code: SPL39A00300  Project Code:  Project Code:

Total Hours 40.00

Approve

Services: 40.00

Fri, Sep 14: 8.00
Mon, Sep 17: 8.00

Tue, Sep 18: 8.00
Wed, Sep 19: 8.00
Thu, Sep 20: 8.00

@ Enter only actual hours wor

Date Pay Type Hours Comments Upload File

Fri, Sep 14 Services 8.00 1101073-20180514- Project Code: 8PLS2A00300
TestUpload.jpg

Mon, Sep 17 Services a.00 Project Code: 8PL3SA00300
Tue, Sep 18 Services 8.00 Project Code: SPLZ9A00300
Wed, Sep 19 Services 8.00 Project Code: 8PL3SA00300
Thu, Sep 20 Services 8.00 Project Code: SPL33A00300

If the timesheet is accurate, please "Approve”. If there is an issue,
please “Reject” and enter the rejection reason.

Note: Contract employees can only enter regular hours, so no overtime

will appear on timesheets. Overtime rules will run afterwards, once the
timesheet is approved and exported to our back-office software.
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Approving Expenses

All expenses will be submitted through a different placement than
hours. All expenses placements are donated with the letter “E" at
the end.

e Check the lines you wish to approve or reject and click thgfappropriate button at the bottom of the page.

® [Approve] [ Reject] [Close]
Search for timesheets
Customer: | | Temp: | |[Search]|
Approver Terms and
Agreements
|
| | select ol Timesheet ID Temp Na Hours Expenses customl custom2 custom3
Change Password
) ABC Inc: Sep 17 - Sep 23 J44265E - Direct 5ales Engineer
Logout
= 4357 Doe, John 0.00 16111 0.00 0.00 0.00
Approve] [ Reject] [Close]
Click the numbered hyperlink to open the expense-sheet.
View Timesheet x
Job 44269E - Direct Sales Engineer
Temporary Doe, John
Date Range 09/17/2018 - 09/23/2018
Customer ABC Inc. - Your Name

Submitted on Submitted by John Doe on 10/15/2018 11:59
Timecard History

@ Enter only actual hours worked.

Date Pay Type Hours  Ex C Upload File

Mon, Sep 17 Expense 0.00 161.11 Test Expense 1273891-20180917-

TestUpload.jpg

Total Hours 0.00

Expense: 161.11




The date should be the expense occurred as per the receipt

(allowances and mileage can be the day they occurred).

» Contract employees enter the total amount of the expense
(including all taxes)

* Incorporated businesses enter the subtotal amount of the
expense (excluding all taxes) as listed directly on the receipt

View Timesheet

Job 44269E - Direct Sales Engineer
Temporary Doe, John

Date Range 09/17/2018 - 09/23/2018
Customer ABC Inc. - Your Name

Submitted on Submitted by John Doe on 10/15/2018 11:59

Timecard History

@ Enter only actual hours worked.

Date Pay Type Hours  Ex C Upload File

Mon, Sep 17 Expense 0.00 161.11 Test Expense 1273891-20180917-

TestUpload.jpg

Total Hours 0.00

161.11

Expense:

Ensure you open any attachments to view the receipt and audit as
per instructions on the next page.

Total Hours 0.00

Expense: 161.11

If the expense-sheet is accurate, please "Approve”. If there is an
issue, please “Reject” and enter the rejection reason.

10



All expense items require an itemized receipt. Ensure that there are
electronic (scanned) photocopies of all receipts on the expense.
Ensure that the receipts are legible.

BEST MOON EATE AROUND

GPACE EATERY
128 MOON LANDING WAY
TORONTO

18/63%2818 12:30 an / e cooe

MUM & EXC9OCF CASHIERy JOHN DOE
AUTHORIZEN# 726C6BDD CUSTOMER: JANE EMITH

FPACE EATERY
J MOON LANDING WAY
TORONTO . ON

PAYMENT TY PURCHABE "
SUBTOTAL : $100.00 EE?EgHEEH ‘EE'SE
$26,
TAX: $13.88
TOTAL : g SOFT ORINK $25 .08

HET +18X% TAXa #18.08

TOTAL: $#1138.88

PAYMENT HEAHOD: CREDIT CARD
N #1588579887 -881
OATE:B8/yB/2818 B+84:48 AM

ALL SALES FINAL
THANK YOU

Note: We cannot accept debit/credit slip only; the receipt needs to
show the items purchased, the totals and any tax amounts. No
receipts are required for Mileage or allowances.

11
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Un-Approving Timesheets and Expense-Sheets

If you need to reject a previously approved timesheet, please search
for timesheets using the left-hand menu.

Review pending timesheets
]
I Search for timesheets I

Approver Terms and
Agreements

Change Password
Logout

Click to search for "Approved” timesheets and enter a date range if

desired.
Timesheets to show: [] Open Date Range:
D Submitted From: | | - |

[] Partially roved |

tor
Approved
[] rReject=d

|v|

® Current Timesheets ' Archived Timeshests

(UDF) Search | Project Code ¥ |for|

[Search] [Done][Export]

12



Locate the contractor whose timesheet/expense-sheet you wish to
unapprove and click the "View" button. If the timesheet has been
exported, you cannot reject. Please contact lan Martin to resolve.

Timesheets to show: [] Open Date Range:
[] submitted From: M
[] Partially Approved

Approved
[] rejected

Jof. | Job Desc Customer ID | Customer ApproverID Approved | Unapproved | Exported
Hours Hours

5470 Design Engineer 55643 Rejection Inc. yourname@corp.com_55643 i 637.35 0.0 No

Upon opening, click the “Unapprove” button.

Submitted on Submitted gg®lohn Dos on 01/30/2019 4:42 PM
Status Approy#f by Your Name on 01/30/2019 4:42 PM

.
[

Date Pay Type Hours Comments Upl
Fri, Jan 18 1 - Regular time 8.00
Fri. lan 18 Per diem 119.47

After unapproving, it’ll go back into a “Pending Approval” state. You
will need to reject the timesheet as normal with a rejection reason.
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