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Manual: Time Sheets Portal

For clients (relations)

This manual shows you step-by-step how to check, fill in, and approve hours in One’s time
sheets portal.

Tip: Watch this 2-minute video for an example

Step 1
Go to www.oneps.nl/my-one/ and click the button Inloggen Urenportaal. Before you can get
started, you need to activate the portal. After that, you can easily log in.

Will the temp worker fill in the time sheets first?
Then you only need to check and approve them. You will see which time sheets have already
been filled in.

Are you as the client filling in the hours yourself?
Then you fill everything in and approve the hours.

Go to the menu and navigate to Time Sheets > Overview hours.
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Step 2

Click on a declaration number to open the time sheet.
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Step 3
Click on the plus sign to see all options.

(M, Maaike) - Algemeen medewerker 2025 week: 14

8.0(

(i 1}

Step 4
Check or fill in the time sheet.

e At'Loon normale uren 100%'": fill in the normal worked hours.
When entering quarter hours and half hours, use a colon,
for example:

4:15 for 4 hours and 15 minutes or
5:30 for 5 and a half hours.
e At'Overwerkuren': enter the extra hours.
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e Ifthe temp worker has taken time off, fill in the number of hours taken at
'Vakantiedagen'.

e Bij 'Loon onregelmatige uren': voer je bijvoorbeeld avond- of weekenddiensten in

e Does the temp worker receive a travel allowance per kilometer?
Then fill in the total number of kilometers if you know how much the temp worker
has traveled.

Step 5

Click the ‘Send’ button to approve a time sheet.

Repeat steps 2-5 until all time sheets are checked/filled in and approved.

e Always submit the approved hours no later than Tuesday afternoon at 12:00 PM.

¢ On official holidays, you only need to enter hours if the temp worker actually
worked for you that day. In all other cases, we automatically calculate the holiday
hours two weeks later.

o Expenses and travel costs that are reimbursed according to the contract may be
emailed directly by the temp worker to uren@oneps.nl. You as the client may also
do this.

Important

Any questions?

Feel free to contact us!
By email at info@oneps.nl or by phone at 020-8451074. Also visit www.oneps.nl.
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