Recruitment

Contractor Resources - Karmly Instructions

DAILY RATE TIMESHEETS

Congratulations on your recent assignment through /ASIDE Recruitment! We look forward to working with
you. Please review the below instructions on how to use Karmly, our online timesheet system, for your

timesheets when on a daily rate.

Accepting an invitation and onboarding:

1. Once you have provided us with your completed Tax Rate Notification for Contractors form and /NSIDE
Contractor Onboarding form, and our Finance team have set things up in the background, you will be

invited to the system via email, asking you to register your account and create a password:

You're Invited

Hi Kate,
Welcome to INSIDE Recruitment's online timesheeting system - Karmly.
Please click the accept button below 1o register and set up your account

You can find our payment schedule, Karmly timesheet instructions and some other
contracting information here, and going forward If you ever need quick access o
Karmly, you can find a button in the top right comer of our website.

Do let us know if you have any questions or need any help.
Many thanks,

The Team at INSIDE Recruitment

2. Click on ‘Accept Invite’. You will be taken to a login screen where you are asked to enter a password of

your choice. Then click on ‘Sign up with email’.

Karmly

prauct by @ FrewTime

Join Inside Executive Recruitment Ltd

G Sign up with Google

Q Sign up with Xero

Kate Austin
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3. Before you can access your timesheets, you will be asked to complete our short payroll onboarding:

Get Started Pay Support
|

Hello

Welcome to Inside Executive Recruitment Ltd

Congratulations on your new assignment and welcome to INSIDE Recruitment! Before you can start entering your time, we just need you to please provide us with your bank account number and IRD number.

Begin

Getstarted  Pay supvor: [ -

Step1/1

Please enter your bank account number and IRD number below. If
you contract via a company, please enter the company IRD
number.

Bank Account Number (XX-XXXX-XXXXXXX-XX)

Your Answer

IRD Number

Your Answer

Get Started Pay Support m

Nice Work!

Thank you for providing us with your payment details, you should now be able to access your timesheets. Please visit our website Candidate Resources section for Karmly Instructions, our monthly payment scheduk
and other helpful information. You can also find access to Karmly in the top right corner of our website through the Timesheets’ button. Thank you again and welcome to INSIDE!
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Logging time and requesting approval:

You will now see the timesheet entry page. To log time and request approval on your hours:

On desktop:

To add time from this screen, click on the green ‘+’ icon in the bottom left, and then click on your role title
and the work category (this is a backend category so may not mean anything to you - it will likely read
either “AOG non-IT”, “AOG IT*, “Virtual Contractor” or “Payroll Contractor”).

An ‘Add Time’ box will open. In this box, you will be able to edit the date, number of days (just leave as 1

if you worked a full day, or 0.5 for a half day), and add any notes if applicable.

Date Days
n | (@] | []

Placement
Nork

Double check your entry and then click ‘Save’ to save the time entry.

At the end of each week, you will need to request approval to ensure your approver can review the hours
and approve them to be paid to you. To request approval, click on the blue ‘Request Approval’ button in

the top right.

m

< 18 - 24 December, >

]
>

You will be shown a screen with a summary of the days that you are requesting. If this all looks correct,

click on ‘Send Request’. Your approver will receive an email asking them to review and approve the hours.
On mobile:

To add time, click on the green “+’ symbol in the bottom right corner of the screen, and then click on ‘Record

Time’.
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REQUEST APPROVAL

.

RECORD TIME

> START CLOCK

Your placement and work category will show, click on the arrow on the right hand side to enter the
timesheet.

You will now see the ‘New Work’ screen where you can edit the date, number of days (just leave as 1if you
worked a full day, or 0.5 for a half day), and add any notes if applicable.

B New Work

Placerment

Date

Thursday, 21 Dec 2023

days

1 + -

v
Tap to Add Note... .
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Double check your entry and click the green tick icon in the bottom right, and then ‘Save Time’ to save the

time entry.

At the end of each week, you will need to request approval to ensure your approver can review the hours
and approve them to be paid to you. To request approval, click on the green ‘+” icon in the bottom right

corner, and then on ‘Request Approval’.

4:.08 al =

REQUEST APPROVAL

RECORD TIME

START CLOCK

You will be shown a screen with a summary of the days that you are requesting. If this all looks correct,
click on the blue paper plane icon in the bottom right and then ‘Send Request’. Your approver will receive

an email asking them to review and approve the hours.

4 SEND REQUEST

Note:

The coloured squares on each of your timesheet entries are a great indication as to what stage the

timesheet is at:

. Blue - Timesheets Pending - time has been entered but you have not yet requested approval
Yellow - Approval Pending - you have requested approval and the time is sitting with your
approver to review and approve

. Green - Approved - the timesheet has been approved and is ready to pay in the next pay run

If you need any help:

Our Service team is available for any and all Karmly queries at service@inside.co.nz. For example, if you

ever need to un-do sending a request, you want to re-send a request, or you want to update your bank

account details.
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