one

Manual: Time Sheets Portal

For flex workers

This manual shows you step-by-step how to fill in your 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. You will receive a temporary username and
password for this. You will change these the first time you log in.

Once logged in, go to the menu and navigate to Time Sheets > Declare hours.
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Step 2
Enter the hours worked under 'Loon normale uren 100%'". Use a colon if you want to
declare quarter hours or half hours. For example: 4:15 or 5:30.

Testbureau - Algemeen medewerker
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Step 3
Click on the plus sign to see all options. What you see there depends on your contract.

Step 4
Fill in the rest of the time sheet (if applicable).

Testbureau - Algemeen medewerker 2025 week: 14
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e At'Overwerkuren': enter the extra hours.
¢ Ifyou have taken time off, fill in the number of hours taken at 'Vakantiedagen'".

e At'Loon onregelmatige uren': enter hours for evening or weekend shifts, for
example.

e Do you receive a travel allowance per kilometer according to your contract?
Then fill in the total number of kilometers for the days you have traveled.

Step 5
Click the 'Send' button to send a time sheet. The time sheet will then be forwarded to your
client (inlener) for checking and approval. Only after this happens can we pay out the hours.

Important

e Hours must be submitted no later than Tuesday afternoon at 12:00 PM to be paid
out the next day. They must also be approved by the client (inlener) by then.

e On official holidays, you only need to enter hours if you actually worked on 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 to us at uren@oneps.nl

Any questions?

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