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1.0 Introduction

Welcome to the new [.T. Alliance Web Timesheet system, a significant e-business application.
This unique system has been customised to provide a streamlined timesheet system that is fast
and efficient.

All timesheets can now be filled out quickly, directly on our website www.italliancegroup.com,
approved by the relevant person on-line also and viewed directly by our finance department.
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2.0 Logging In

2.1 Login Name

You Login name will be your own name, First name Surname. There is a space between the two
names.

2.2 Password

The system administrator will send you an e-mail containing your password. Once you have received
your Password, you can commence logging time via the WEB.

2.3 Securities

The system has been set up to issue Passwords from within the database. An anonymous mail is sent
to the individual and at no time does the person issuing the Password see the mail sent.

Q -What happens if you forget your Password?

A - Contact I.T. Alliance, through phone or e-mail, IMsupport@italliancegroup.com requesting
that your password is re-set. You will receive an E-mail with a new Password as soon as possible.
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3.0 LL.T. Alliance’s Timesheet System

The following 9 screen shots will take you through the process of logging in and approving time.

3.1 - Logging In

Screen # 1 — Login — Firstly log onto our website at the following URL —http://www.italliancegroup.com

mm—

fHome | Sitemap | Logig

Click on the ‘Login’

( \
FPRALLIANCE
: button.

Who we know - shows what we know

I.T. alliance specialises in the provision of outsourcing, software testing and
project management services, Aligned with companies such as Compag, Novell
and Microsoft, 1T, alliance is in the unigue position of being able to offer clients the
expertise of skilled personnel from every strand of the I.T, spectrum,

Outsourcing

I.T. alliance is one of the biggest providers of skills and resources to blue chip I
companies in Ireland, We have created a range of business models that can be
integrated into your arganisation, providing access to a full range of technical
skills, project teams, technical support, and most importantly, proven systems and
procedures to manage the skills,

Testing

I.T. alliance provides a service dedicated to testing the quality and functionality of
customers’ software, We provide a single source solution for software testing to
the localisation sector, allowing our customers to feel secure in the knowledge that
all they have left to worry about is their core business, But then that's something
Microsoft, Symantec and Compag already know,

Project Management
I.T. alliance combines best practice with the knowledge, skills, tools and
techniques to deliver any IT project,

® 1T, alliance Completes Mew Test Projects for Microsoft
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I.T. Alliance Group Web Timesheet System

I.T. Alliance Group Web Timesheet System is a fully interactive web site which

allows employees and contractors to enter their timesheets on web. You will
need permission to log on to secure sites in order to access this .
buttan below to Lagin to Timesheet System, Next select ‘Web
Timesheet System
«— "
Login

I.T. alliance Group Intranet

1.T. Alliance Intranet is only for the employees of the company. Employees of
the company can access HR, IM, Finance information and view various Testing
and Consulting product dermos, Click on the button below to Login to Intranet,

Intranet Login

I.T. Alliance Group Webmail
1.T. Alliance Webrmail for the employees of the company who wark off-site. You

will need permission to log on to secure sites in order to access this site. Click on
the button below to Login to Webmail,

Webmail Login

I.T. Alliance Applications Portal

1.T. Alliance Applications Partal is for selected emplovees of the company who
require access to company applications off-site, vou will need permission to log
on to secure sites in arder to access this site, Click on the button below to Login
to the Portal.

ITA Apps Portal
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Screen # 2 — Select Client
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Home | Intranet

I.T. Alliance Web Timesheet System

Fnesiects Welcome to the L.T. Alliance Timesheets web site. This is a fully interaml}@

web site linked directly to the L.T. Alliance Timesheets Server database.

Client=

Candidates

Select Client

Logoff
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Screen # 3 — Login Page
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Home | Inbranet

[.T. Alliance Web Timesheet System

This operation requires that you securely log in as a"Client to the system,

Timesheets Login Name I.Jclanne Haugh
Password I“"“““““““““"“"‘"“
Clients
Time Sheets Login |
Expenses

Candidates
Login Name = First Name Surname.
Logoff
Password = Surname_****

(¥*** = A unique 4 digit Pin number).

3.2 Approving Time
Screen # 4 — Select Relevant Project — by clicking on the project reference that refers to your company.

e
.

Home | Inbtranet

[.T. Alliance Web Timesheet System

{ )
P ALLIANCE

I

Jl:lb Title Candidate Start Date

1323 Cracle DBA Tegt#3 Limited  Louise McDermott /0972001
GL/RSL00S  Access Developer est#3 Limited Deborah O'El 18/06/2001

Timesheets

GL/PA1083  aAnalyst/Programpder Test#3 Limited i cDermott 02/07/2001

Clients GL/R/1195  Project Mana Test#3 Limited 06,/08/2001
T sheets <

M S GL/P/973.1  Analyst/Brbgrammer Test#3 Deborah O'Flynn  14/06/2001

Expenses

PK1E77 STEZ
Candidates PM/PS1ZE4  SPEZ

Deborah O'Flynn 30/09/2001
Test#3 Limited Deborah O'Flynn 30/09/2001

Logoff

Select relevant project
from the list — based on
Company and project start
date.
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Screen # 5 — Viewing a Timesheet

Timesheets

Clients
Time Sheets

Selected
Placement

Expenses
Candidates

Logoff

From here you can see the
history of timesheet
activity on this project and
the status of the timesheet
— i.e. Authorised or Not
Authorised.

Deborah O'Flynn
Access Developer
EE il Test#3 Limited Ly
Jnanne Haugh

234 Prospect Row, Glasnevin, Dublin
18/06/2001

a1/0/2001

Existing TimeSheets

0o00%  weekEnd24thlune 21-Jun-z001 54,50 Authorised

00013 WeekEndlstiuly 11-Jul-2001 42,00 Mot Authorised
00017 wWeekEndSthJuly 18-Jul-2001 14.00 Mot Authorised
00012 WeekEndlsthluly 10-Jul-2001 40.00 Mot Authorised
00014  wWeekEndZZndluly 17-ul-z001 Mot Authorised

00104  WeekEnd29thIuly 39.00 Mot Authorised
noo1s  wWeekEndSthAugust 7-Jul-2001 56.00 Mot Authorised
3916 weekEndg 25-Jul-z00z 37.50 Mot suthorised
noio7 ekEndZndSeptember 05-Sep-2001 41.00 Mot Authorised

NB - Authorised = Approved by client

Not Authorised = Not yet Approved

I.T. Alliance
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3.3 Approving a timesheet

Screen # 6— To approve a timesheet entry — Click on the week that you wish to authorise and the

following screen will appear

] Approval of this Contract tme
Update TimeSheet record constitutes my
Expenses PO acknowledgement that I have

Placement received prior to the date hereof
S GL.’P;’lDDS and have agreed ta all the terms
i and conditions of my contract. I
Company Id ji§ confirm that the above details
Logoff Mo shown in this timesheet are
correct,
Code %

Candidate Name |Start Date [End Date [Hrs Per
Week

Deborah O'Flynn 18/06/2001 31/08/2001 37.5

Fill in All Hours

;uuenell(g?ﬁ;ljzngg?st: Mon 06-Aug-2001 to

T 3 o e 3
7,50 7.50 7.50 7.50 750 0 0 37.50
O 0o 0o 0o 0 0 0 000
o 0o o 0 o o 0 000
O 0o 0o 0o 0o 0 0 000
o 0o o 0 o 0 0 000
o o o o o0 0 0 000
7.50 7.50 7.50 7.50 750 O 0 37.50

TimeSheet Status I authorised

Then to approve simply tick the timesheet status box
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Sage Com

Code

Candidate Name |Start Date |[End Date [Hrs Per
Week

Debarah O'Flynn 18/06/2001 31/08/2001 37.5

Fill in All Hours

WeekEnd8thAugust: Mon 06-Aug-2001 to
Sun 12-Aug-2001

MonTue|wed|Thul Fri [sat [sun|Totall

Week Endir

std Hours 7.50 7.50 7.50 7.50 7.50 ] 0 37.50

0/T Microsoft ] a ] ] ] 1] o o.00

Bank Holiday 0 ] 0 0 0 1] 0 0,00

Annual Leave ] 1] ] ] ] a 0 0.00

Sick Leave 0 1] 0 0 0 ] 0 0.00

non Billable 0 1] 0 0 0 ] 0 0.00
L= 7.50 7.50 F.50 7.50 7.50 ] 0 37.50

Comments

TimeSheet Status M authorised
Approved Date
| Update TimeSheet I Send Message To Candidate |

Simply click on the Update Time Sheet button, and the following message should appear. The timesheet
has now successfully been approved and cannot be altered in any way.
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Screen 7 — Timesheet Status Update

P
L]

|
R{\LLIANCE

—

Timesheets Re-Edit Details

Home |

I.T. Alliance Web Timesheet System

s

Your changes to TimeSheet: 03916 were successful.

“iew Flacement

Inbranet

Cliants
Time 5heets
Update Tim_sheet

Expenses

Simply click on the Time
button to end your session.
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5. 0 Support / Communication

5.1 Technical Support
If you have technical problems with the Web, it is very important that you let us know as soon as possible.
This should be done by way of an e-mail to IMSupport@italliancegroup.com .

5.2 Communication with 1.T. Alliance
If you have any general queries on the Timesheet system, please contact one of the following: -

Mr. Enda Mullen
E-mail : enda.mullen@italliancegroup.com
Tel: 01-8690261

Mr. Ben Howe

E-mail : ben.howe@italliancegroup.com
Tel: 01-8690204
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