Timesheet Portal User Guide

FastTrack 360

Video Guides

Question

How do | Login to FastTrack?

How do | enter a Timesheet?

How do | view historical
Timesheets?

How do | enter part week leave on
my Timesheet?

How do | enter a full weeks leave
on my Timesheet?

How do | enter half a day leave and
half a day standard time?
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Answer

Video Link

Video Link

Video Link

Video Link

Video Link

Video Link



https://sites.manpowergroup.co.uk/hubfs/rise-videos/First%20Login%20after%20Password%20Reset.mp4
https://sites.manpowergroup.co.uk/hubfs/rise-videos/Entering%20an%20Agreement%20Rates%20Timesheet.mp4
https://sites.manpowergroup.co.uk/hubfs/rise-videos/Viewing%20an%20Historical%20Timesheet.mp4
https://sites.manpowergroup.co.uk/hubfs/rise-videos/Booking%202%20Days%20Leave%20on%20a%20Timesheet.mp4
https://sites.manpowergroup.co.uk/hubfs/rise-videos/Booking%20a%20Weeks%20Leave%20on%20a%20Timesheet.mp4
https://sites.manpowergroup.co.uk/hubfs/rise-videos/Booking%20Half-Day%20Leave%20on%20Timesheet.mp4

Logging In Link to Video Guide

1. Enter your username and password into
the FastTrack login page as shown: Your Login
details will come from :

noreply@manpowergroup.co.uk

Fastﬁ'ack@

——bsa name &
a
Remember Me Forgot Password?

One platform. More possibilities.

3. You will now be prompted to change
your password:

Reset Password

Old Password: | l

New Password: | l

Re Enter Password: | l

Your password must be at least 10 characters long and contain
at least one number, lowercase character, uppercase character
and symbol 1@#5%8*().
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2. Once your details are entered use
the login button:

FastTrack@

Username -
assword a
Remember Me Forgot Password?

One platform. More possibilities.

4. Once you have re set your password you
will be asked to login under your new

credentials:
Fastﬂ‘ack@
100004717 &

One platform. More possibilities



https://sites.manpowergroup.co.uk/hubfs/rise-videos/First%20Login%20after%20Password%20Reset.mp4
https://sites.manpowergroup.co.uk/hubfs/rise-videos/First%20Login%20after%20Password%20Reset.mp4

Submitting A Timesheet Link to Video Guide

1. Once logged in you will need to navigate to the Time and Attendance option in

John Johnson

Quick Access ~

100004717
Personal Details D

b

Time And Attendance

(=] Address Statutory Documents (0)
Ii D ﬂﬂ = Document Management (0)
Salutation: Skill Group: Default
= Resume (0)
Name: John Primary Position: Associate
= Work References (0)
Surname: Johnson
Payslip List (0)
& Personal Details ~
Mobile Phone: Preferred Contact Method: Any
BH Phone: Email 1: Simon.Higgins@ManpowerGroup.co.uk
AH Phone: Email 2:
Fax: Passport Number:
Privacy
Receiving Communication: Optin Opt Out Privacy Statement (Agreed): Date: Time:

2. From here you will need to click on the available timesheets section and select the week you wish to
submit hours for.

’fl’ ManpowerGroup e ‘

W Fact Mo Search Timeshest

@D Available | @ incomplete (@ Rejectad submitted  Historical  Expired m -

Available Timesheets (11)

T Timesheet Type T TS Start T TSEnd T Client T Job Start Job End T Job Number T Payee First Name T Payee Sumame T lob Position T Order Contact First Name T Order Contact Sumame T Site Contact

O N npreemen 057102025 05/10/2025 Hame Offic.. 05/10/2025 271272025 200184286 Fagtirack Deme Agsociste ACCOUNTS PAYABLE ACCOUNTS

] Agreement 06102025 1210/2025 Hame Ofic.. 05/10/2025 200154286 Fasttrack Dema Associste ACCOUNTS PAYABLE ACCOUNTS PAYABL
O g Aeevent 13102025 19/10/2025 Hame Offic.. 05/10/2025 27122025 200184286 Fasttrack Dema Assaciste ACCOUNTS PAYABLE ACCOUNTS PAYARL
[m] E Agreement 20M10/2025 26102025 Home Offic.. 05/10/2025 2122025 200184286 Fasttrack Demo Agsociate ACCOUNTS PAYABLE ACCOUMTS PAYARU
O E Agresment 702025 2n120s Home Offic.. 0510208 21122025 200184286 Fasttrack Demo Agsociate ACCOUNTS PAYABLE ACCOUNTS PAYARL
O E Agreement 031172025 oe2025 Home Offic., 0510/2025 2NN 200154286 Fasttrack Demo Associate ACCOUNTS PAYABLE ACCOUNTS PAYARL
M SR Stancand Rates s L Hame (e aTREeS 1Az I0MALAT Fastrack femn Assnclate ACEOUNTS PAYARIF ACTOUNTS pavaRlt
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https://sites.manpowergroup.co.uk/hubfs/rise-videos/Entering%20an%20Agreement%20Rates%20Timesheet.mp4

3. At the bottom of the screen, you will see two options: Attendance / Absence Section and Additional
Item Section. Please use the Attendance / Absence Section. When adding the attendance type, choose
Standard from the dropdown menu.

’!"I ManpowerGroup 0 ‘

4 Fastirack Demo) Search Timesheets  Auzilable Timeshest

E JobOrder * Client W1 payee A2 Timesheet A€ Pay Agreement * Bill Agreement

Job Order Code: 200184286

Rate Type: Agreement Rates Job Order Code: 200184286 Office Coce: 3007 - 85: 3480 Inverness UK Cost Centre:

Timesheet Periody 08/10/2025 - 121072025 Start Date: 05110/2025 End Date: 29122025

Timesneet Coe: ’—‘ Position: Assaclate Clent Pasition: demo Purchase Ortier Number
Statug: Inital

i Attendance/Absence (T) Total Hours : 0.0000 ~

End Attendance/Absence
Time Time Type
Delete | Copy | Copy All | Add 06/10/2025 | Men v 0 Breaks 0 Praj. ftems 0.0000
Copy | Copy Al | Add 0711072025 | Tue [ v 0 Bresis 0 Proj. Hems 00000
Delete | Copy | Copy Al Add | g/io/2azs | Wed | v 0 Bresks 0 Proj. Hems 00000
Delete | Copy | Copy All| Add 097102025 | Thu v 0resks 0 Praj. ltems 0.0000
Delete | Copy | Copy Al Add | 107102028 | Fri ~ 0 Bresks 0 Proi. Hems 00000
Delete | Copy | Copy All | Add 102025 | Sat v 0 Bresis 0 Praj. ltems 00000
Delete | Copy | Copy All| Add 1202025 | sen | v 0Bresks 0 Pre. Hamg 0.0000

=2 Additional tems (0) Total Quantity : 0.0000 ~

Action Item Date item Quantity Rate Project Items

Delete | Copy | Copy All| Add v v 0

4. Please ensure that the break duration entered in FastTrack matches one of the approved
increments (15, 30, 45, or 60 minutes). If the total time does not align with these increments, your

timesheet will be rejected and returned for correction.
Examples of correct entries:

*12:15-12:30 (15 minutes
*12:30 —13:00 (30 minutes
*12:15-13:00 (45 minutes
*13:00 — 14:00 (60 minutes

— — — —

Attendance

B2 Break Time = Project Code

6 Oct 2025 09:00:00 To 17:30:00
Break Time

Start Time:
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5. Once you have filled your timesheet out enter submit

, ManpowerGroup 0

Search Timesheet  Available Timesheet

B scborder | W Client %7 Payee W7 Timesheet Wy PayAgreement W7 il Agreement

oo Oraer Cote: 200184286

Rete Type: Agreement Rates Job Order Code: 200184286 Office Code: 3007 - BS: 3890 Inverness UK Cost Centre:

Timeshest Ferlod: DRG0 - nannRas Start Date: 0571072025 End Date: s

Timesheet Cooe Position: Associste Cliént Pogition: deme Purchase Order Number:

Status: Initial

Day Total

06/1072025 Won 0900 1730 Standard ~ Y. e 75000

0711072025 Tue 09:00 1730 Standard £ Breaks. 0 Praj. ltems 7.5000

Delete | Copy | Copy Al | Add 08/10/2025 Wed 0900 1730 Standand e 7.5000
Agd 0911072025 by 0300 1730 Srandand v Breaks 0 Praj. Items 7.5000

Deiete| Capy| Copy AN 1A0d | 10n0/2025 | Fr o0 | [1m30 sandsd v T
Deiete | Copy | Copy A1l | Add s | Sat v 0.0000
Delete | Copy | Copy All | Add 12102025 | Sun v 0 Bresis  Proj,. ltems 0.0000

882 Additional Items (0) Total Quantity : 0.0000 A

Hem Quantity Rate Project Hems.

Uffl ManpowerGroup | FastTrack 360
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Viewing Historical Timesheets Link to Video Guide

1. Navigate to the Time and Attendance option in the top right

FastTrack @

@
a (2] [
John Johnson #2 Quick Access ~
100004717
&  Personal Details @ Time And Attendance
= Address = Statutory Documents (0)
li a m = Document Management (0)
Salutation: Skill Group: Default
= Resume(0)
Name: John Primary Position: Associate
¥  Work References (0)
Surname: Johnson
= Payslip List (0)
& Personal Details ~
Mobile Phone: Preferred Contact Method: Any
BH Phone: Email 1: Simon.Higgins@ManpowerGroup.co.uk
AH Phone: Email 2:
Fax: Passport Number:
Privacy

Receiving Communication: Optin Opt Out

Privacy Statement (Agreed):

Date:

Time:
2. Then navigate to the Historical timesheet section:
W’ ManpowerGroup e ‘
# Futtraek Doy Search Timesheet
(0 mvaiable (@ incomplete @) Rejected Submitted  Historical | Expired
Timesheet ic: Parent: Client Ia:
Timesheet Code: (Cient Name: ﬂ!;l!& Ne:
e e 0
Historical Timesheets (0) A
B T Timesheetld T Timesheet Type T T5Cmate ¥ TSStat Y TSEM T Client T JobStart Y lobEnd T Job Number

T Payee First Name

T Payee Sumame

Mo resutt found

A EEEEEE———

FastTrack 360



https://sites.manpowergroup.co.uk/hubfs/rise-videos/Viewing%20an%20Historical%20Timesheet.mp4

3. If you want to view previous Timesheets that do not automatically show, you will need to adjust the
date parameters.

’l’” ManpowerGroup 0 ‘

#% Fastirack Demo > Search Timeshest

D Awailable (@ Incomplete sjected Submitted | Historical |~ Expired Search Q Reset O -
Timesheet id: Parent Clent id:

Timesheet Code: T ’ Crient Name: : Payee Nex E

2 o o

Historical Timesheets (0)

W T Timesheetid T Timesheot Type T TS Create. T TS Start T TSEnd T Client T Job Start T Job End

No result found
4 Ld
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Submitting Leave

To submit leave you will need to add the leave type to your weekly timesheet

i22 Attendance/Absence (7)

Action Work Date

Delete | Copy | Copy All | Add 24/11/2025 Mon
Delete | Copy | Copy All | Add 25/11/2025 Tue
Delete | Copy | Copy All | Add 26,/11,/2025 Wed
Delete | Copy | Copy All | Add 27/11,/2025 Thu
Delete | Copy | Copy All | Add 28/11/2025 Fri

Delete | Copy | Copy All | Add 26/11,/2025 Sat

Delete | Copy | Copy All | Add 30/11/2025 Sun

Please refer to the video links below for further instruction.

Entering a Full Week Leave

Entering Part Week Leave

Entering half day leave and half day standard

Holiday Leave

Sickress

Standard

Unpaid Leave
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https://sites.manpowergroup.co.uk/hubfs/rise-videos/Booking%20a%20Weeks%20Leave%20on%20a%20Timesheet.mp4
https://sites.manpowergroup.co.uk/hubfs/rise-videos/Booking%202%20Days%20Leave%20on%20a%20Timesheet.mp4
https://sites.manpowergroup.co.uk/hubfs/rise-videos/Booking%20Half-Day%20Leave%20on%20Timesheet.mp4

Payslips

1. When you login to your home screen you will need to navigate to the payslip section in the top
right-hand box of the page as shown below.

”’I ManpowerGroup ... 0 ‘
Fasttrack Demo B Quick Access ~
100060724
i &  rersonsiDetais B pypplsD
B2 adoress D Tmeans atterdance
H D m &  Dowment Management (0) B satutory Documents (0)
Salutation: Skill Group: Default
B resumeq)
Name: Fastirack Primary Position: Assoclate
W workReterences )
Surname: Demo

¥ Leave Request

2. Navigate to payslip list

= Payslip List (0) e rw

i= Statutory Documents (D)

3. You will then see a list of available payslips, if you click on the actions button you will see an option
to preview

= PayslipList(3)

T Document Type T Pay Company T Payee Number T Tax Type T Payee Type T Employment Start Date Y Employment End Date Y Company Name T Trading Name

Acton v € Pagsiip 500004382 Contractor Contractor 02/01/2023 t 0
P wyslip 500004582 Contractor Contractor 02/01/2023 yud 03/02/
Afton v Payship 500004562 Contracior Contractor 02/01/2023 I 20/
Showing 1-3 of 3 entries € Previcus | Next»
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