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= A Brief Introduction to Tanda

Tanda is an Australian software company that builds

best in market workforce management and wage

compliance software. True Resources has turned to

Tanda to help move away from our printed timesheets
ﬁ < " to a more seamless digital solution.

How does this affect you?

Instead of flicking through a pile of handwritten timesheets for each day, we now ask you to:
1. ™ |ogin to our client portal,
2. «& review the weekly list of timesheets (each digitally submitted by our staff),

3. [¥4 and just click one button to approve all of them.

Here is a quick guide on how to login into the Tanda system and review the weekly timesheets.
>>> Next Step: Your Tanda Invitation
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& Your Tanda Invitation

1.1 Accept the Tanda Invitation

You will only have to do this set up process once. We recommend you use a desktop or laptop for
using Tanda as Site Manager.

To help during this process please follow the screengrabs below.

Instructions Screengrab

1. Invitation Email

Check your email for an invitation from Tanda. Select the R
areen “Set Password” button. “

Please note you will not be using the Time Clock passcode
fool.

2. Set Your Password

What to do A

A new window should now open where you will be prompted
to create a password for the account.

Create a password, and don’t forget to save it, as you will
need to use it again in a moment.

Once your password is confirmed you will be directed to the
page below.

3. Continue In Browser

e recommend reviewing and approving timesheets using TANDA
he desktop version of Tanda, as you can “bulk approve”
timesheets. However, you can use your mobile for this Get the App
proceSS as We” Know when you're working, always

‘We have sent you a link that will take you straight into the app. If you did not receive it,
downl

Mobile: Select either the App or Google Play button to & App Store | P> CooglePlay
access the correct app for your device.

Desktop [Recommended]: Select the small “Continue in
Browser” text to be redirected to your team’s page.

Please note you may need to set up
Two Factor Authentication [see step 3]
>>> Next Step: How to Review & Approve a Timesheet [Desktop]
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How to Review & Approve a Timesheet [Desktop]

o« 2.1 Checking And Approving Timesheets

Reviewing and approving timesheets is a simple three click process. To help during this process

please follow the screengrabs below.

Instructions

1. Navigate to the Timesheet page

What to do

A new dashboard will open showing a few widgets on
the homescreen. These are just Tanda defaults, so
feel free to ignore them. The only page you will
need to access is the “Timesheets”.

From the top menu hover your mouse over the
“Timesheets” option and choose the Fortnightly
option from the dropdown.

2. Login to Tanda!

What to do
Once the Timesheet page is open you will see a table
detailing the following:

e Name

e Pay Period

e Date

e Rostered Hours (please ignore)
e Worked Hours (incl. Leave)

e Comments
This is the list of any staff who have submitted
timesheets while working on your site for that week.

What to do

From this page you can see the employee’s
submitted timesheets for the full fortnight. You can
manage a few functions here:
e Edit their start or finish times (if there are any
mistakes)
Individually approve their timesheets
Bulk approve their timesheets

3. Review Individual’s Timesheets

Screenshots

504 Disping 1 tmesest
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4. What To Check When Approving Timesheets

How to read the timesheet submissions:

1. Check that it was the correct employee who clocked in. Hover over the clock in photo reveals both
the clock in and clock out photo.

Tue, 11 Apr Wage Cost: (12h Om) L]
I . Rostered: +
WAIO : WAIO - Offsider - 5:30a 5:30p 0
Variance: (12h Om)
C 11:26a C 11:26a — ) a
| # Addbreak
Allowances No allowances applying ’\Mj‘ @ Approve
2. Check the timesheet contains start and finish times. A start and finish time is the minimum
information required to approve a timesheet. As a rule for our Offsiders they should all be on 12hr
shifts.
Tue, 11 Apr Wage Cost: (12h Om) (]
I ) Rostered: - +
WAIO : WAIO - Offsider  ~ 5:30a 5:30p 0
— — ! Variance: (12h Om)
o . | # Addbreak B
‘ & Approve

Allowances No allowances applying + Add Allowances |

3. Our staff are required to assign sites / locations to each of their timesheets. If you operate more than
1 site, make sure the staff member has clocked into the correct one by checking the dropdown below.
We have already built the sites that you manage to the system.

Tue, 11 Apr Wage Cost: (12h Om) L
I . Rostered: +
WAIO : WAIO - Offsider = 5:30a 5:30p 0
Variance: (12h Om)
C 11:26a C 11:26a ‘7/ addbreak | [m]
Allowances No allowances applying +AddAHnwamesj‘ ° Approve
4. We don’t record breaks as part of our timesheets for standard Offsider staff, so the break section
should always remain 0.
Tue, 11 Apr Wage Cost: (12h Om) L]
I ) Rostered: +
WAIO: WAIO - Offsider ~ ~ 5:30a 5:30p 0
Variance: (12h Om)
C 11:26a C 11:26a ‘7" rddbreak | [m]
@ Approve

Allowances No allowances applying + Add Allowances |

5. Our staff may also leave comments if they were late or clocked off early. If there are any comments a
small red circle will appear over the message icon. Just click on the icon to see the note. You can also
leave comments on a shift by selecting this button.

Mon, 10 Apr i} Wage Cost: (12hom) ®
I . Rostered: - +
WAIO:WAIO - Offsider  ~ | 5:00a | | 5:00p | 0
Variance: (12hQm) &
| 7 Addbreak |
‘ @ Approve ‘

Allowances No allowances applying + Add Allowances
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4. Approving Timesheets
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What to do:

Ready to approve the timesheets? You can either approve the timesheets individually or approve
all the employee’s timesheets at once.

Individually:
Just select the “Approve” button next to the timesheet you'd like to approve.

Allowances No allowances applying

Tue, 11 Apr Wage Cost: (12h Om) L)
N Rostered: +
I WAIO : WAIO - Offsider ~ ~ 5:30a 5:30p 0
Variance: (12h Om)
C 11:26a C 11:26a [}
7 Addbreak | -
‘ @ Approve

+ Add Allowances |

Bulk Approval
The more efficient, and recommended, way to approve timesheets would be to bulk approve them.

There are you can select to approve the staff member’s submitted time.
Simply select either button and progress to the next employee.

TIMESHEET STATUS TOTALHOURS TOTAL BREAKS

() 10Apr-16Apr  Pending © 48hrs, 1min ® Omins

[3 View Comments Send Reminder ) and go to next

() 10 Apr 2023 - 16 Apr 2023

@ Jamie Test

Start Finish Breaks
Mon, 10 Apr Wage Cost: (12h Om)
. Rostered: +
I WAIO : WAIO - Offsider 5:00a l | 5:00p 0
Variance: (12h Om) 0
/' Add break
Allowances Noallowances applying | + Add Allowances 9 Approve
Tue, 11 Apr Wage Cost: (12h Om) u
. Rostered: - 4
I WAIO : WAIO - Offsider 5:30a 5:30p 0
Variance: (12h Om)
C 11:26a C 11:26a (]
/' Add break
Allowances No allowances applying | + Add Allowances @ Approve
‘ Wed, 12 Apr Wage Cost: (12h 1m)
| . Rostered: - +
: I WAIO : WAIO - Offsider 5:00a | | 5:01p 0
o Variance: (12h 1m) ﬂ
e /' Addbreak
Allowances No allowances applying | + Add Allowances | @ Approve
Wednesday, empty shift was hidden.
Thu, 13 Apr ‘Wage Cost: (12h Om) L]
I WAIO : WAIO - Offsider 5:00a 5.00p 0 Rostered: +
Variance: (12h Om)
C 9:03a C 9:03a N A
/' Add break
@ Approve

(Once approved the individual timesheet submissions “Approved” buttons will turn all green.)

Allowances No allowances applying | + Add Allowances |
Friday, empty shift was hidden.

Saturday, no shifts clocked or rostered

Sunday, no shifts clocked or rostered
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Quick You can quickly progress to the next staff member by selecting this button at the top of the page:

< Prev &

@ J a m Ie TESt @ 3 10 Apr 2023 - 16 Apr 2023

4. And Done!

What to do:

Once you've approved all your staff’s timesheets, you can see the full list by selecting “Timesheet” from
the menu navigation. Each staff member’s row will now be green, signifying their week’s worth of
timesheets have been approved.

Timesheets All Statuses v All Locations v All Teams v All Award Tags v Weekly v < ) 10 Apr 2023 - 16 Apr 2023 >
* Name Date Hours
Jamie Test 10 Apr — 16 Apr 2023 48.02

50 Y Displaying 1 timesheet

That's it.
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I\ 2.2 Incorrect Timesheets

Found an error on a staff member's timesheet? No problem, you can quickly edit and update the
submission. Follow the steps below or reach out to our team who can also fix any issues.

Instructions

1. Editing Existing Entries

What to do

If you've found an issue with one of the timesheets during the review process, you can edit the staff
member’s submission directly. Just click on either the clock in or clock out time (whichever is incorrect)
and type in the correct time. Times need to be added as “10:00am” as 10am or “4:00pm” as 4pm.

Tue, 11 Apr Wage Cost: (12h Om) L]
I . Rostered: - +
WAIO : WAIO - Offsider ~ ~ 5:30a 5:30p 0
L L L Variance: (12h Om) E
| 7 Addbreak ) \
‘ @ Approve ‘

Allowances No allowances applying ‘ + Add Allowances ‘

2. Adding Notes to Shifts

Want to add a note about the shift?

If you want you can also add in a comment referencing why the change was made, you can do this by
selecting the comment icon - see the pink box in the step above- and then writing in your note and

pressing the gréen “Add Comment” butfon.

Comments

Updated from 5:30am start to 9:00am|

Notify others of your comment
People who've [J Team Managers (] Specific person
commented

>>> Next Step: Creating Timesheets for Staff
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%, 2.3 Creating Timesheets for Staff

Need to create timesheets for staff members? You can quickly create timesheets for any
date-range. Follow the steps below or reach out to our team who can also fix any issues.

Instructions

1. Select Date Range

What to do

Once you navigate to the weekly timesheet page, select the week you’d like to create timesheets for, to
do this use the two arrows on either side of the rate range - see pink box. Once on the correct date
select the “New Timesheet” button on the top right.

+ Import Timesheets + New Timesheet Send Reminders 1

Ti mesheets All Statuses - Al Locations - All Teams - All Award Tags - Weekly - < 9 27 Mar 2023 - 2 Apr 2023 >

Once your staff begin clocking in, this page will list their timesheets.

Automate timesheets by getting your staff clocking in!

v Accurately record all staff clock ins

v Verify staff attendance with clock in selfies

v Populate timesheets automatically

v Track staff arriving and leaving via a live clock in feed

v Staff can apply for leave & submit unavailability

Get time clock app

2. Choose Staff Member
What to do:

Select the staff member you’d like to create a timesheet for. If their name doesn’t appear on the list like
below, it may be because they’ve already submitted part of a timesheet for that period.

Name

Jamie Test

Matt Le Blanc

3. Add Clock In / Clock Out Entry

9 | Reviewing & Approving Timesheets | True Resources



What to do:

The new page will show a table with rows for each day of the week. The first row is expanded by
default, so all the fields will be clearly visible. As the staff member isn’t clocking in and out with their

phone there won’t be an allocated photo for the shifts.

Add Location
Click the “Select Team” dropdown to choose the site the staff member was working on for this shift.

Send Reminder [J and gotonext

[3 View Comments

(5 27 Mar - 2 Apr Omins Omins

() 27 Mar 2023 - 2 Apr 2023 >

& Jamie Test

Timesheets
Start Finish Breaks

Mon, 27 Mar Wage Cost:

Select Team

Allowances No allowances applying

Unapproveall

Add Start & Finish Time
Click the text box fields beneath the “Start” and “Finish” titles to enter their start and finish times. Times

need to be added as “10:00am” as 10am or “4:00pm” as 4pm.

Start Finish Breaks
Mon, 27 Mar Wage Cost:
I WAIO : WAIO - Offsider | 0
/' Add break
@ Approve

Allowances No allowances applying + Add Allowances

Add In Rest of Week
If you hover your mouse over the text in the centre of each row (“Day-of the week, no shifts clocked or

rostered”) the text will turn blue, and expand when selected.

10 | Reviewing & Approving Timesheets | True Resources



Start Finish Breaks

Mon, 3 Apr Wage Cost: (12h Om) L]
Rostered: - +
I WAIO : WAIO - Offsider ~ ~ 5:00a 5:00p 0
Variance: (12h Om)
7/ Add break B
@ Approve

Allowances No allowances applying | + Add Allowances |

Tuesday, no shifts clocked or rostered.

Repeat the same process as the last step for the remaining days.

.
‘-‘ Ja""e Test £ 27 Mar 2023-2Apr2023 >
Start Finish Breaks
Mon, 27 Mar Wage Cost: (12h Om) L]
. Rostered: - +
I WAIO : WAIO - Offsider ~ ~ 10:00a 10:00p 0 o (12h0m)
ariance: m
/' Addbreak =
Allowances No allowances applying | + Add Allowances Q Approve
Tue, 28 Mar Wage Cost: (12h Om) L]
N Rostered: - +
I WAIO : WAIO - Offsider ~ ~ 5:00a 5:00p 0 v (2hom)
ariance: m
7/ Add break B
Allowances No allowances applying | + Add Allowances © Approve
Wed, 29 Mar Wage Cost: (12h Om) L]
N Rostered: = +
I WAIO: WAIO - Offsider ~ ~ 5:00a 5:00p 0 . w2nom
ariance: m
7 Addbreak B
Allowances No allowances applying | + Add Allowances © Approve
Thu, 30 Mar Wage Cost: (12h Om) L]
. Rostered: - +
I WAIO: WAIO - Offsider  ~ 5:00a 5:00p 0 . 2nom
ariance: m
/' Add break B
Allowances Noallowancesapplying | + Add Allowances @ Approve
Fri, 31 Mar Wage Cost: (12h Om) L]
. Rostered: - +
I WAIO: WAIO - Offsider ~ ~ 5:00a 5:00p 0 . 2o
ariance: m
/' Add break B
Allowances Noallowancesapplying = + Add Allowances @ Approve
Sat, 1 Apr Wage Cost: (12h Om) ]
. Rostered: - +
I WAIO: WAIO - Offsider ~ ~ 5:00a 5:00p 0 . 2nom
ariance: m
/' Add break B
Allowances Noallowancesapplying | + Add Allowances @ Approve
Sun, 2 Apr Wage Cost: (12h Om) L]
N Rostered: - +
I WAIO: WAIO - Offsider ~ ~ 5:00a 5:00p 0 . 2hom
ariance: m
7 Addbreak B
@ Approve

Allowances No allowances applying | + Add Allowances

Unapprove all Approve all

>>> Next Step: How to Review & Approve a Timesheet [Mobile]
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@ How to Review & Approve a Timesheet [Mobile]

<« 3.1 Checking And Approving Timesheets On Phones

Reviewing and approving timesheets is a simple, user friendly process. To help during this process

please follow the screengrabs below.

Instructions

1. Download the App

What to do
Using your phone, download the app - you can use Tanda
on either Apple or Android phones.

e Apple:
https://apps.apple.com/au/app/tanda/id12941588
48

e Android:

https://play.google.com/store/apps/details?id=co.t
anda.employee

What to do
Open the app and login using your email and the
password you just created.

2. Login to Tanda!

3. Navigate to Timesheets

Screenshots

10:16 7

< Search
@
a7
Kk ek

Tanda
Tanda's Mobile App

4+
Years Old

What's New

Version History
Updated App Screenshots.

Preview
(X ] (3
~

Swap sh

with your tez

Your schedule
in your pocket

10:32

TANDA

Sign in to your account

Email

Password

Can'tlogin?

LOGIN

12 | Reviewing & Approving Timesheets | True Resources


https://apps.apple.com/au/app/tanda/id1294158848
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What to do
This is the standard Tanda app homepage, to navigate to

the Timesheet area please either select the purple Hi Jamie & Clockedout
“Timesheets” widget or the button on the bottom right e
side of the menu. TeamOverview My Overviw

Timesheets
Review and approve timesheets

=
4. Head to Timesheets
What to do
Once the Timesheet page is open you will need to make N
“ H ” i t
sure you select the “Approve Timesheets” menu tab - see imesheets
the blue h|ghl|ghted bOX II’I the Image My Timesheets Approve Timesheets
< Prev 28 Aug 2023 Next
MON, 28 AUG - SUN, 10 SEP ad

No previous timesheets
There are no timesheets for this period. If this is a
mistake, contact your manager.

L =

OVERVIEW SHIFTS TIMESHEETS
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3. Select the Date

What to do
Now select the centre current date text, this action will

Timesheets
make a calendar pop up.

My Timesheets Approve Timesheets

< Sun 7 Aug 2023 Tue >

From the calendar tap the day you’d like to review
timesheets from.

August 2023

If using the mobile app, you will need to review and n 12 13
approve timesheets individually for each day. 14 Wy 18 19 20
21 22 23 24 25 26 27

29 30 3

7 EDIT + APPROVE

" =
3. Approving Daily Timesheets
What to do
You should now be able to see a full list of daily
Timesheets

timesheets to approve for each of your staff members.

My Timesheets Approve Timesheets

How to read the timesheet submissions: < s 7 Aug 2023 Toe >
MON, 7 AUG

1. Locations: Our staff are required to assign sites /
locations to each of their timesheets. If you operate more
than 1 site, make sure the staff member has clocked into

© Choose location

True Resources Head Office &

the correct one by checking the “Choose Location” Approved 1shift Pending
dropdown. We have already built the sites that you v 8 Administrative @ True Resources Head Office 1
manage to the system. Jamie W
9 y 5:00a - 5:00p s
Roster: Not rostered
2. Times: Check the timesheet contains start and finish Worked: 5:00a - 5:00p ome
times. A start and finish time is the minimum information S o

required to approve a timesheet. As a rule for our
Offsiders they should all be on 12hr shifts.

3. Ready to Approve? Simply select the dark blue
“Approve” button and move to the next day.

L =

OVERVIEW SHIFTS TIMESHEETS
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4. Proceed to Next Day

What to do
Once the first timesheet is approved you can just select
the next day of the week button in the top right. This will Timesheets
automatically show you the next day's timesheets to _ ,

My Timesheets ~ Approve Timesheets
approve. R

< Sun 7 Aug 2023 Tue >
And that’s it!

MON, 7 AUG

©Q Choose location

True Resources Head Office v
Pending @ All Approved
Vv B Administrative @ True Resources Head Office 1
Jamie W. Bl
5:00a-5:00p
Roster: Not rostered
Worked: 5:00a - 5:00p Omg
UNAPPROVE
L] 3
OVERVIEW SHIFTS TIMESHEETS

>>> Next Step: Automatic Reminders
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1\ 2.4 Automatic Reminder

We will send automatic weekly emails through to you with a link directly to your Tanda
Timesheet page, as a reminder to approve the submitted timesheets.

Instructions Screenshot

1. Check your email

_wb_a_t_m TEST: Time to Book In Your Onboarding Session! @« &«
Automatic timesheet review reminders are sent

weekly at 6am with a link to your Timesheet page. Timoshoots are ready for roviow & approvall

You may be requ"-ed to |Og|n, Yo} remember to save Please click the button below to review your True Resources staffs submitted timesheets.

the password you set up in step one.

Tanda Timesheet Approval Guide

Need a refresher on how to use Tanda? Click the link here to view our customised instruction guide

. . on getting set up with and using Tanda to review and approve timesheets.

Just click the button to head to the login page.
Having any issues?

If you're experiencing any technical issues please let us know by reaching out to your Account

Manager, so we can help troubleshoot with you.

If it doesn’t come through to your inbox, please Rogarts,
check your junk email. Thoenesovneesrme o
A> Level 2, 361 Oxford Street, Leederville, WA 6007

Important: You can also find this login link on our

wepste e fop menu navigzton
2. Login to the Portal

What to do

TANDA
Using the details you used in the first step login into
the portal or open the app on your phone. -

The next window should now open up to the
Timesheet page where you can see the full list of
submitted timesheets requiring your approval.

Please note you may need to use the Google
Authenticator code to log back in with Two Factor
Authentication.

>>> Next Step: Two Factor Authentication
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2 Two Factor Authentication [Security]

You will only have to do this set up process once.

I' You may be prompted to set up Two Factor Authentication with the Google Authenticator App
on your mobile phone, this is a mandatory security requirement.

To help during this process please follow the screengrabs below.

Instructions Screengrab

1. Two Factor Authentication [ Security ] - Second Login

What to do
Login into Tanda after setting up your account.

8 Two Factor Authentication

H H Two factor authentication adds an extra layer of security to your account.
YOU ShOU Id be taken to an accou nt overview page ’ Wlth In addition to your usual password you will need to log in with a code
a banner prom pt| ng you to setu p two factor shown in either your authentication app or via email.
a Uthenti Cation Your two factor authentication is currently disabled.

Scroll all the way down on the next screen until you
see the “Two Factor Authentication” request heading.
Select the green button.

2. Two Factor Authentication [ Security ] - Second Login

What to do
If you haven't already, please download the Google Tuwo Factor Authenication
Authenticator on your phone, and scan the QR code in Installthe Google Authenticator App
Tanda’s pop up window, and type in the 6 digit code P> Google Play
into the text field below.

£ Downioad on the
& App Store

Scan the barcode using the Google Authenticator
App

And you’re done! You may be prompted on occasion to
login with the Google Authenticator app, as a security
measure.

Download links.

Download the Google Authenticator [Android] // Enter your Google Authenticator code

Download the Google Authenticator [Apple
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https://play.google.com/store/apps/details?id=com.google.android.apps.authenticator2&hl=en_US
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? Tanda FAQ

@ Pm having issues with Tanda, who do | go to?

If you’re having technical issues with Tanda, please let your Account Manager know so we can help
troubleshoot and resolve it.
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