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Customer Self Service Account
This guide reviews the basic features for a Specialized Staffing Customer Self Service Account.  Actual usage may vary depending on the chosen features for your account.
Login information:
You can log into your Customer Self Service account two different ways.
[image: ]Click on the link within your notification email and use the credentials provided to you to login







or
Go to the company website and use the login information provided to you.
After you have logged in you should have a home page view listing all features you have access to view and manage.  It will also list the number of active items in each section.
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Timesheets:
Create new time sheet:   Time Sheets – New - Select the Candidate you wish to create the time sheet for – Select the correct date range – Choose the correct type of Hours (Regular/Overtime) – Type in the number of hours worked in Hours text box – Submit.
In order to approve Timesheets, the candidate must either submit a time sheet through Akken, or you will have to manually enter the data in your self service account.


In the date range box on the top, you can type in the total amount of hours per that week or you can type in individual hours per each day depending upon how hours need to be tracked.  To choose Over Time or other hours, click on the drop down list labeled Regular Hours to choose other associated hours.  If the Candidate is currently working on more than one assignment you can select the assignment from the drop down list.  Once you have correctly filled in the information on the time sheet, hit Submit. 
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Timesheet Approval: 
Time Sheets tab – Click check box on appropriate timesheet – Update Status – Approve select employee(s) timesheet(s) – Update Status
Once the time sheet has been submitted, it will be sent to the Time Sheets home screen to await approval.  To approve or reject a time sheet you must select the time sheet by clicking the check box, then click on the Update Status icon.
[image: ]
The Update Status screen appears and gives you the option to either Approve or Reject a time sheet.  If you reject the time sheet you will have to provide notes stating why you have rejected the time sheet. 
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After the time sheet has been approved it will be listed as an approved time sheet in the approved timesheet screen.   If you wish to know who approved the timesheet as well as the details of the time sheet you can double click on the time sheet to open it and view the details. 
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Delete a Timesheet:  
Timesheets - click check box for appropriate timesheet – Delete
or
Timesheets – Approved Timesheets – click check box for appropriate timesheet – Delete
To delete a time sheet that may have been incorrectly submitted and approved, select the appropriate time sheet, click the check box and click the Delete icon.
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[image: ]This time sheet will now be sent to the Delete Time Sheets tab and will not be added to your invoice by your billing company.








Assignments: (view only)
You can view current and past assignments (placements) within the CSS portal. After a candidate has been approved for placement an assignment will be created and listed under Active Assignments.  Any past assignments will be visible under Closed Assignment. 
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Billing Management: 
[image: ]You may receive invoices in your Customer Self Service account if the company you are working with uses the Billing Management feature.   This section allows you to review, download, and print your invoices online.  You not only get all the detail of the invoice, you also get links to view every timesheet being billed, every expense being billed, and every placement fee or other charges being billed.  This gives you a complete audit trail of all services rendered and billed to you including total due, paid, balance, timesheet detail for each individual, etc.
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Time Sheets Following are the Time Sheets submited From 06 ]

| & print New Timesheet v

O Employee Nam Employee ID | StartDate | End Date | Total | Timesheet Lay| Status Submitted Tim| Search Reset
[ J I J J [ | [An M [ T o

[ | Aaron Dobson 61 10032016 10/09/2016 32 Regular Submitted to A 10/11/2016 14:

[] Aaron Dobson 61 0011812016 0012412016 40 Regular Submitted to Ar 09/27/2016 11

[] RickJones 8 0812112016 0812712016 40 Regular Rejected by F 09/02/2016 08;

[] Aaron Dobson 61 0411012016 04/16/2016 40 Regular Rejected by Ph 04/19/2016 16
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Update Status For TimeSheet(s)

® Approve selected Employee(s) Timesheet(s)
] Reject selected Employee(s) Timesheet(s)
Notes

Disclaimer

We certiy that the temporary employee assigned by this agreement has worked
under our direct supenision and that the hours indicated are correct and represent
all hours worked, and the work performed was satisfactory. In the event that we are
unable to approve the time sheet prior to 11:00 & m. on Monday, AkkenCloud
Staffing will approve this on our behalf so that payroll processing is not delayed
Overtime Policy: Overtime shall be charged according to applicable State and
Federal Law, and invoiced for payment.

Invoices are due upon receipt.

We have read the Temporary Senvices Agreement' terms and conditions and
agree to adhere to them.

[ cancet | update status
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Approved Time Sheets

] Employee Nam Employee ID | Start Date « |End Date | Total

Rick Jones 8 09/19/2016  09/19/2016 8

[ Ricklones 8 00/18/2016  09/25/2016 20





image8.jpeg
Project

Assignment Details
Created Date 10292015
Created By 1-Devon Eskelsen

Office Location

Assignment Name Shipping Clerk
Assignment Status active

Assignment Type Project

Assignment D ASGN100227

Job Type TempiContract

Industry

RefCode

HRM Depariment Administration IT

Company Wausau Paper

Contact Michael Vargo

Job Reports To Michael Vargo

Candidate 61-Aaron Dobson

Job Location Wausau Paper- 1150 Industy Ra, Harrodsburg, KY 40330, Harrodsburg, KY

Billing Information

il Rate 24,00 HOURLYAUSD
Overtime Bill Rate 36.00 HOURLYIUSD
Double Time Bill Rate 48,00 HOURLYIUSD

Lodging  MEIE  Total

Per Non  Non
Diem Bilable  Taxable
Placement Fee 0.00

Biling Contact
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Invoice Date:
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04132016
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06012016
09272016
092712016

Due Date:
077302015
102272015
1200572015
127262015
02022016
04282016
05042016
06232016
101272016
101272016

5214188
5233837
643200
5230400
saa78e
78300
6300
5000
5000
000

5000
5000
5000
5000
5000
s000
5000

5288200

5506400

s12000
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Billing Management

@ cancel

(&) SPECIALIZED

98 Spit Brook Rd.
Nashua, NH 03062

Tovos urber. | 15008
Custoner D [ 27

Dat: | 028208

Dus e | 110208

Bill To:
Wausau Paper

Yo Sommer |
ichadivargs oo |
150 ndusiry R, Harrodsburo, KY 40330
Ll Ptumeer |
(859) 7337880
Service Date From 0612212016 To 0911972016
Time
Name [Service Date [Asgn 1D [Asgn Name JAsgn Ref.Code [PO Number fype [Hours _[Rate Charge| Ta
[aaron Dobson 01222016 - 0572772018 ASGN100227 [Shipping Clerk [Reguiar l67 4,00 1368.000 *
0812212016 - 0572772016 lasGN100227 IShipping Clerk loverTime 6.5 [26.00 23400 *
IRick Jones. 051220016 - 0572872018 lASGN100226 IShipping Clerk [Reguiar 4o [24.00 96000 *
052312016 - 057232016 |ASGN100226 IShipping Clerk [Second Shit o [30.00 20000 *
cene0ts- 08192018 lAsGN100226 |Shipping Clerk Reguiar B 400 frour 19200 *
(3) Total Amount for Time 3054.00)
Sub Total $3054.00
Depost som
Total 53054,

Customer Message:
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Home Job Orders Assignments Billing Management Time Sheets Expenses orts
Open Job Orders Active Assignments Billng Management

You have 1 Open Job Orders...view job orders You have 1 Actve Assignments...view assianments You have 10 outstanding invoice(s)...iew invoices
Timesheets Expenses

You have 2 Time Sheets that need approval...view timesheets No Expenses are available
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| Create Timesheet

Select an Employee to fil the Timeshee

‘Dobson Aaron 51 v

Create Timesheet

Date

‘Assignments

Create a Timesheet From10/17:2016 |88 To 10123201 _|f88 view

| aasow | 8 otteRow | 2 vt | @ cancer |

Cuertime DoubleTime PO
Hours § Hours §| Hours §

(1 (orivi2016 - 107232016 [« [ (ASGI100227) (1010172075 - 0310172016) 21 - Wausau Paper - Shippig Cer(y] ( ( o
I T A ToeK DEE

[T a0 nonaay ]| GASGHt00227) (101172015 - G30172016) 27 - Wausau Paper - Shioging Cir{] ( o
T ASE Tosk DR

[ (Tori@20i6 Tussday [ [(ASGN100227) (10172075 - 03/0172016) 21 - Wausau Paper~ Shippig Cirw] i ( o
Clickto Add Task Details

[ (071972016 Wednesday [ [(ASGN100227) (010172075 - 03/0172016) 21 - Wausau Paper - Shigpig Cry] ( ( o
Clickto AdG Task Details

[ [ o

[ (10202016 Thursday [ ] [(ASGN100227) (1010172015 - 03/01/2016) 27 - Wausau Paper - Shipping Cler{y]
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