ross@juliaross

Client WebBase Guide

Your Consultant will generate a User ID (Numeric), User Name (Alpha) and Password, which will be
sent to your nominated email address. (It is recommended you save these login details for future
reference).

To access the Client Web Portal,

o Navigate to our website, www.rossjuliaross.com

e Select the brand you are serviced by, Ross or Julia Ross.

¢ In the side menu, click on ‘Clients’ and then in the sub menu click on ‘Timesheets’.

e Once transported to the WebBase homepage, enter your User ID, User Name and password.
Click on ‘Log In’.

o Enter your User ID, User Name and password. Click on ‘Log In’

%

Change Password — We encourage you to change your password by clicking on the ‘change password’ tab
to change from the default password to one of your choice, by entering your User ID,
User Name and your new password.

Forgotten Password

In the event of a forgotten password, there is an option on the login page, ‘Forgotten your
password? click here”. You will need to enter your User ID, User Name and the email address we
have on our database. An email will be auto-generated to this address with password notification,
which may then be used to login to the web portal and Please Note: In the event of an error
message, “We don't seem to have a match for the User ID and Email Address entered!” it is
probable that the email address entered does not match what we have on record. Please contact
your consultant, in this instance.



ross@juliaross

Register a New Job

By clicking on this button, the Job Registration page will be displayed allowing you to create a
new job order.

Register A Mew Job

Job Registration for Australian School Supplies

FaztTrack Pty Ltd ABM: 33 332 323 232

* Indicates mandatory feld
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Skilled WB programmer with experience with
raulti-tier uzing M5 SQL Server, Front-End

and Back-End programming experience
required,

55,000

The Register Job Order page allows you to submit an order requirement online.
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Fields

Job Template - Select from the list if appropriate

Skills Group * - Skills category group for the order requirement

Position * - Job position that is required for the order

Position Type * - Options available: Temp, Contract, and Permanent
Term * - Options available: Casual, P-Time (part-time), Full-Time

Site Contact - Contact person at the job site

Phone No. - Contact phone number

Dept/Section - Department or Section where the job position is available
Location - Job position's address

Start Date * - Job scheduled start date

End Date - Job scheduled end date

Start Time - Job scheduled start time

End Time - Job scheduled end time

Job Description - Job description

Expected Salary - (Permanent positions only) wages according to the term selected in dollars

Hour to Work - Time range by day or per week.

Buttons

Click on this button to RESET all fields to their default values

Register

Click on this button to save your settings and submit the job order.

o This order will be forwarded electronically to your Consultant.

e You will be contacted within (Timeframe to be discussed) to discuss the position details
further.
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By clicking on this button, the Invoice History page will be displayed showing a list of invoices
created in a period selected.

Invaice Histary

Step 1 - Enter Date Range

Invoice history for Australian School Supplies

FastTrack Pty Ltd ABM: 33332 323 232

Date From : 01/09/2004 [ddfmmdyyyy]

Date To : z0/09/2004 (dddmrnfoyuy)

Invaoice Mo Inwoice Date Due Crate Bill Ta Terms Total

Invoices total $0.00

Page 0 of O

Coppright © FasiTrack Pty 184 2001 WebBase Version 2.0

Fields

Date From - Desired start date

Date To - Desired end date

Invoice Number - Unique Invoice Identifier
Invoice Date - Invoice Generation Date
Due Date - Due Date for payment

Bill To - Invoice Billing Address Details
Terms - Payment Invoice Terms

Invoice Total - Total Invoice Amount Due
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Button

Click on this button to submit search criteria and show the results page.

Step 2 - Search Results List

Invoice history for Australian School Supplies

FastTrack Pry Lrd SBM 33 332 323 232

Date From :|01/0%/199% | dd/mmiyyyy)

Date To : (ddimmpyyyy]

<D

Invoice Mo  Inwoice Date Due Doate Bill To Terms Total
33812 27021999  4/10/1999 Jean Melba 7 Days $1,911.56
FZTES z4/09f1999 1101999 Jean Melba T Drays §z51.88
2ZEST 2/09/1999 afngf1999 Jaan Malba T Days f2a7.48

Inuvoices botal $2,410.9Z2

Page 1 of 1

To drill down into the invoice you can click on the Invoice Number hyperlink. (see following page
for invoice display).

Button

If more than one page is required to display all the data retrieved by the search
criteria, the Show Next Page button will be displayed at the bottom of the page.
Click on this button to view the next page of data.



Step 3 - View Selected Invoice
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Invoice ¢copy onty)

Company B

B Stradt

South Malbourne Y1 3201
Amstralia

AON: 444 -244-444

ABM: 12 122 122 122

TEL: 03 96835 5555

Faui: 03 9855 4444

ACCount Mo

00000000 301

Invaice Ha 33312
Inwaice Dake 20 aee
Jeam Melbs
T 7D
Ausralian School Supplies | rms 1
34 Fauryad Bead Due Date 441071559
HELBOURSE, Wi 2000
Auszrealia
Purchase  Temap' W.SE Description Item iy Fate Total|
Order Comtractar Datz
Humbar
SMITH, MARY 2509199 9Farerman Hormal Base 40,00 23.2200 28,80
SMITH: MARY 2&/0%1 99 9Faraman Hermmnal Base Z00 248300 5355
SMITH, HARY AN PP Fararman Hermal Bass 3,00 46.4400 13932
SMITH, MARY 25091999 anteen E=qtu ] L&.0aan 80,00
SMITH, MARY 25090122981l bowas tickad .00 E000000 400,00
SMITH, HMARY 201 PP G Cark Boy not tic 6,00 2000000 120,00
Authorized Emplogment Agency Humbern $a45 [ £1,737.78
Alease pay 45 soon a5 possible to avead o stakemen Tatal FL#11.56
Comgpany B Irwnice Ha Account Mo STLnT
B Srreet
Sauth Malbeurne VIO S50 OZEFEL12 F00000000 | $1, 801 L.56
Terms Inw, Cate Crue Crake
Ausrtralian School Supplies
T Days 7091995 aftof1aaa

The invoice page displays the full invoice details for the selected invoice.
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By clicking on this button, the Work in Progress Report page will be displayed according to the
date range selected.

g

Wiork In Progress Raport

Step 1 - Enter Selection Criteria

Work In Progress Report

DEpﬂr‘tmEnt 1 ABC Company: Contract Departmant b

Date From : 017092000 (dd/mmifyyyyl
Date To @ 20/0%/2004 | (dd/mm/fyyyy]

The Work In Progress page allows you to enter a criteria to search for candidates by using
Department and date range as filter to narrow the results.

Fields

Department - Company's department criteria.
Date From - Start date range criteria.

Date To - End date range criteria.

Buttons

Click on this button to submit your search criteria displaying your search results.

If more than one page is required to display all the data retrieved by the search
criteria, the Show Next Page button will be displayed at the bottom of the page.
Click on this button to view the next page of data.
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Step 2 - View Report
Wou In Progeass Report

From 01/00/2000 To 30/09,/2004

Proposad

Department Candidabe Pozition Start Date End Date

Ramkin, Jlle Rpnaursant L0000 24192000

Marufscbunrg Bolmxma, Karl Bzzsurk Dirmctar ZLA0EFI000 X110 3000

Marafacburing Eanins, hesy Ageninistration s1eRizone 71009 2000
Fansgar

Total :

Lrand Tokals =

Hours

10,00
1E.00

BLO0

14.00

1400

Tatal
Items

ERE 87
1,523.583

TEG.ET

FRTNT

2, A00.0%

Total
Allawr

20, 00
.00

[ []

Total

B58,B%
1,523,533

THGEGT

245089

3,4%0_09

The Work in Progress Report page will display the results of the selection criteria entered into
the previous page. By using this page, you are able to view candidates working for a specific

department, their job position and related details.
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By clicking on this button, the Site Attendance Report page will be displayed.
-
bal
Sita Al‘hancEnl:a Report

Step 1 - Enter Selection Criteria

The Site Attendance Search page allows you to enter a selection criteria to generate a report
which includes all job orders for the specified data range.

Site attendance report for Australian School Supplies

FastTrack Pty Lud ABM; 33 332 322 232
Date From : 01/09/2000 | (A dfmmd sy
Date To :  s0fos/zo04 | (ddfrmmiy sy

First Name :

Surname : Peterson

Position :

Report

You may also enter additional filters, such as candidate’ name and / or surname and position to
narrow the search results.

Fields

Date From - Start date range criteria.

Date To - End date range criteria.

First Name - Candidate’s first name.

Surname - Candidate’s family name.

Position - Job position as filter for the criteria.

Buttons

Click on this button to submit your search criteria displaying your search results.

If more than one page is required to display all the data retrieved by the search
criteria, the Show Next Page button will be displayed at the bottom of the page.
Click on this button to view the next page of data.
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Step 2 - View Report

Site attendance report for Australian School Supplies

FastTrack Pty Lod ABM 23 237 323 222

From 01052000 To 30/0%°2004

el & DaTarscn

Pozidon Candidate Mame Job StartDate  Job End Date & tart Tinae End Time
Analyst'Programmer Suzan PeTarson L0TIZ003 31012004 o9:00 17:00
Applicatons Programmer Susan Peterson 10T z003 317012004 o900 17000
Bugingss Analysr Sugan PaTaraan LoTfE0ns 3102004 03:00 17:00

Fhis rapmt was produoed Ay Eastleack by Lod

By using this page you are able to check candidate position, start and end dates, start and end
hours.
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By clicking on this button, the Spend Report page will be displayed.

Spend Report
Step 1 - Selection Criteria

Spend Report

Department @ PO & CO PTY LTD: Head Office - Strseegy & Plsnning [

Date From : 01/03/2000 | (dd/fmmdyyy)

Date To : 20/05/2000 |E~!J."mrm’vvw)

Temp Report (&) Parm Report ()

G

The Spend Report search page allows you to enter a criteria to search for invoices by using
Department and date range as filter to narrow the results.

Fields

Department - Company's department, which invoices pertain to

Date From - Start date range criteria

Date To - End date range criteria

Temp Report - Filter option to select only temporary positions for the report
Perm Report - Filter option to select only permanent positions for the report.

Buttons

Click on this button to submit your search criteria displaying your search results.

U

If more than one page is required to display all the data retrieved by the search
criteria, the Show Next Page button will be displayed at the bottom of the page.
Click on this button to view the next page of data.
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Step 2 - View Report & Download

Temg-Spand: Report:
From 01,/03/2000 To 30/05/2000 @ [T ——
) Elecwenic
Department: Aoc Paper Locatlon:
Irwoice: I3GE5  Daber 17042000 Salke Total $150.00 EST §15.00 FR Tax $0.00 Fwoice Total $165 00
Job Order Mo Hisng Manager Possition Emgployoe Mame Murch Drder o Start Date  End Date Base Rate Days o Hres  O/THes  Tot Hes Moen Spend 0T Spene
000009EL ant Assurtant Srmith, Juzkin 290372000 2970472000 20,0000 4 200 [ 200 a0.00 a.0
frvoice: 3887 Dabte: 26042000 Sale Total §558.00 GET: §55.20 B Faw: $0.00 Irvoice Tofal $612.80
Job Grder Mo Hiring MHanager Pasiban Employes Hame Purch Order Ko Start Date  End Date Base Hate Days Horm i  O/THre  Tot Hes Soom Spend 0T Spene
200000531 ot hecountank Sraith, Justin 2/0E/2000 IH04/2000 20,0000 s 2400 200 26,00 480,00 43,0
Irwoice: 33815 Date: 22052000 Sak Total $1.00 EET §0.00 ER Taw: $0.00 Iwowce Todal: 1,00
Job Dwdes Mo Hirkng Manages Position Ennploy e Name Purch Order Mo Staet Date  End Date Bage Rate Days Morm Mrs O THrs  Tot Hes o Spend O/ Spene
200000981 Cart Azzounksnk Srnith, Justin IWOIFION0 2HIO4/I000 20,0000 a (2.00) o.00 [2.007 [e0.00) a0
frvoice: 33035 Dabter 20052000 Safe Total §710.00 GET §85.20 B Faw: $0.00 Irvoice Tofal $795 20
Joh Grder Mo Hiring Hanager Pasiban Enmployen Hame Purch Order Ko Start Date  End Date lnse Hate Days Horm i O/THre  Totles boom Spend 0T Spene
200000531 ot hcountank Sraith, Justin 2032000 IH0A/2000 20,0000 5 3400 o000 34,00 £B0.00 2.0

The Spend Report page shows the results of the selection criteria entered. The page lists invoices
by Department and Location. You may download the list of results by using the Download button.

Button

Click on this button to display the File Download dialog box.

Step 3 - Open or Save File

File Download

&} Some files can harm wour computer. [Fthe file information below
Lt looks suzpicious, or you do not fully trust the zource, do not open o
zave thizs file.

File name: SpendFmtExport, csy
File type:  Microsaft Excel Comma Separated Values File

Fronm: wehtest

Wiould vou like to apen the file or zave it ko pour computer’?

[ Open Save Cancel ] ’ More Info

Alwanz azk before opening this lwpe of file

By clicking on the Download button from the previous page, a typical MS Windows™ File Download
dialog box is displayed giving you the options to open the selected file or to save it in a folder of
your choice. The dialog box also provides basic information about the file to be downloaded.

Buttons
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Click on this button to open the selected file by using your default application (which
in this case must be MS Excel).

Click on this button to display the File Download dialog box allowing you to save the
selected file into a specific folder of your choice.

EAT Click on this button to close the current window returning to the main application.

Click on this button to obtain more information about security issues related to the
download process provided by the MS Windows operating system.

Step 4 - View Formatted Report in MS Excel
Upon clicking ‘Open’ the report will be displayed.

Ed Wicrosoft Excel - SpendFmitExport[1].cow

E) Be Edr wew Inset Fomer ool Data  Window  Help b B X
D8 SBY L8 - §Z-4 @@ 2 -0 - B 7 UIESE=Hs =LA 7
i A T A | (1 B @) = o
Al - A Dwepartment

A | B z | D E | F G H 1 i K L i} M [0 I
1 [Depatmedlocation Invaice No Invoice DalSale Total|[GST PR Tax  Inwoice Tel Job Order |Hiring ManPosition  Employee Purch Ordi Star Dale End Date —
2 Aoc Paper
3 33635 | M 150 15 1] 165
4 2E-+IB Cost Acco Smith, Justin it i
5| 33637 | A 556 55.8 1] 51338
B 2E+HIB Cost Acco Smith, Justin SRR S
7 33NN AR 1 0 1] 1 ]
B 2E+HIB Cost Acca Smith, Justin e
9 30005 | s 710 B5.2 0 795.2
o 2E+H1E Cost Acca Smith, Justin TR WO
11
12])
13 X
M 4+ H) csv]SpendFmtExport[1] || gl
Ready HLIM ~
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Step 5 - Save File to Folder

Save irc .._')F!apc\lts v a e B -

fe;

My Recert
D ocuments

By Compaler
g File reanie: SperdFratE spark csw By
by Mtk Save a2 lype: Micrasoft Excel Comma Separaled Vales: File . |

The Spend Report list can be saved as MS Excel™ file format for later reference. From the Save
As dialog box, choose the appropriate folder to save your file. You may accept the filename
default provided by the system or you may choose to change it according to your system
requirements. In any case, do not remove the file extension .csv, which is required by the MS
Windows™ operating system to associate your file with the MS Excel™ application. Click on the
Save button to save your file into the selected locate

Fields

Save In - Select drive/folder where you want to save your report.

File Name - Accept the default file name or change it to suit your requirements. However, do not
change the file extension (.csv), which is required format by MS Excel™.

Save as type - Accept the default format.

Buttons

] Click on this button to complete the download operation by saving your file into
selected folder.

Close the Save As dialog box.

Timesheels  Timesheets - By clicking on this button, the Timesheets page will be displayed.
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Please Note: On the timesheet page, there is an “Instructions” button, which provides an online
help guide to this and other web base features.

ARC Company Ltds AbM 33 332 323 232

Client timesheet list @ e Archived
Timeshoots

After accepting and [/ or rejecting timesheeks please choose SAVE to submit the list,

Submited timeshesls

Hama Poaition Srart Date ek Exmraz  Total Accept Reject
Job Hu End Crate Ending Hrs
Sizan Pererson AnalysuiProgrammer LOFZ003 240082003 S T I ]
200002236 F1/001/2004
Syszsn Petergon AnslystProgrammer 1/07 2003 17082003 39.22 D D
200002236 21082004
Susan Petersen Business Analyst LAOTfZ002 1708 2002 1zo0 [ []
200002338 31/0/z004
Susan Pererzon Analyst/Brograrmer LAOT 2002 10/0872003 20z [ J
200002336 F1/01/2004
Sugan Patarsan Applications Proglammar LO7fE00s 10082003 19.58 ] F
200002337 F1/01/2004
Sijssn Pereraan Business Analyst L/O7Z003  10/08/2003 21.75 [ ] ]
200002238 F1/001/2004
Syssn Petersan Applications Programmer LA07/2003 3082003 S 43,00 [] |
200002337 F101/2004
Suszan Peterson Business Analyst LAAT2002 27072002 S 4000 [ [
2000023538 /0172004
Suzan Paterzan Analysu@rogrammar LFOT(2003 2000772003 soz [ E]
200002336 F1f01/2004
n Parsrzan Applications Programmear LT E00s 2007 2003 s 11.50 ] ]
200002237 F1/00/2004

Page 1 of 2 o

The Client Timesheet List page provides the list of submitted timesheets and enables action in
accepting or rejecting timesheets.

To view the full timesheet, click on the Candidate’s name.
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Accepting Timesheets

To accept a timesheet, click on the associated check box under the column Accept at the right
side of the screen and then click on the Save button to submit changes made.

AES Company Litds AEM: 33 332 323 232

Client timesheet list @ @ Archived
Tirmeshoels

fifter accepting and /' or rejecing timesheets please chooze SAVE to submit the list.

Submitted imeshests
Mame Porsition Etart Date Week Entraz Total Accept Reject
Jabh Mo End Date Ending Hrs
Sugan Perarsen AnalystPregrammer 1oTf200z 24/02/2003 3 won | |:|
200002236 21/01/,2004
Suzan Peterron AnalystProgrammer WO0T2002  17/08/2003 a2z [ |
200002336 31/01/2004
Susan Parsrson Business Analyst 1072003 17108 2003 izoa [ |
200002238 2101 2004
Susan Peterson AnalystProgrammer /o 2002 100872003 21.02 |:| |:|
200002336 0L 2004
Suzsn Perersan Applications Programmer 10TF2003  10/08/2003 1953 [ |
200002337 101 2004
Susan Peterson Buginess Analyst 10T 2003 10/08/2003 21.75 I:l I:l
2000023238 21/01/2004
Suzan Petersen Applications Programmer WOTFZ002  SA0R 2003 5 szo0 [ |
200002337 101 2004
n Pararzon Buginass Analyst 1/07/2003  27/07/2003 B o0 [ |
200002238 21f01,2004
Susan Peterson AnalysyProgrammer joFf2002 20/07/2003 5.02 [l |
200002336 31/01/2004
Suzan Persreon Applications Pragrammer 1fo7fz00s  Z0M07/ 2003 $ 11,50 ] 3
FO0002337 21/01,2004

Alternatively, you can accept or reject specific candidate timesheet by clicking on the
candidate's name link, which will open a nhew window, giving you means to approve, and at the
same time, view the selected timesheet.

a Submit Timesheet - Microzoft Internet Explorer Hi=] E3

b

Submit timesheet list

Thiz action will create afile of vour confirmed
timesheets that can be downloaded and or
printed.

All confirrmed and cancelled timesheets will be
archived and removed fraom this list,

Do you wish to continue?
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After clicking on the Save button the message above will be displayed. Please read it carefully
before making your choice. Reverting this process will be time consuming and should be avoided.

Buttons

Click on this button to submit changes you have made removing candidate(s) from the
Client Timesheet the list and place them in the Archived Timesheet list for further
reference.

Click on this button to cancel the current action.
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To reject a timesheet, click on the associated check box under the column Reject at the right
side of the screen.

Fields

Name - Candidate’s full name.

Position - Job Title and Number

Start/End Dates - Job Start / End dates.
Week Ending - Timesheet week ending day.

Extras - When the Candidate enters additional information (e.g. Addition Claims etc) some icons
will be displayed. For details, refer to the table below about Icons and their meaning.

Total Hrs - Total candidate work hours.

Accepted - Check if accepted. The rejection of a timesheet means that the candidate has to alter
the timesheet due to a discrepancy. On rejecting a timesheet you are required to
enter a comment detailing the reason why the timesheet has been rejected.

Rejected - Check if rejected. The acceptance of a timesheet approves that timesheet for
billing/payment.

Icons
5 If the Candidate entered additional information in the Additional Claims field of their
timesheet, this icon will be displayed.
If the Candidate entered an additional comment in the Comment field of their

timesheet, this icon will be displayed.
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=} Susan Peterson Timesheet - Microsoft Internet Explorer [Zl[i E

Susan Peterson timesheet

Company: Sustralian School Supplies
Position: Business Analyst
Statas = Submitted

To reject thiz timeshest raquires & comment to Suzan Paterson,
The rejected timasheet will be returned to Susan Petarson for reviaw.

Week Ending : 1 7/08/2003

Date Start | Skop Start | Shop Stark  Stop Start  Shop Total
Mon 11/08/2003  0%:00 1500 0E: 00
Tue 12/08/2002 0900 1500 0£: 00

Wed 13/08/2003
Thu 14082003
Fri 15/02/2003
Sar 16405 2003
Sun 17022002
Tatal LZio0

Additdomal Clakn:

Commrent Fronr Safan Peterion:
Comment by Susam Peterson

Wour Timeshest was Rejected

Comment te Company B

Thank you far your support.

Clicking on the Reject check box, the Timesheet popup window will be displayed showing the
selected timesheet to be rejected. This allows the current logged in client to verify the
timesheet details before rejecting it. Add same message to the candidate in the Comments to
field and then click on the Reject button to confirm the rejected timesheet action.

Buttons

Archived
Timesheeats

Click on this button to submit changes you have made.

Click on this button to print the current list.

Click on this button to view client-archived timesheets.

If more than one page is required to display all the data retrieved by the search
criteria, the Show Next Page button will be displayed at the bottom of the page.
Click on this button to view the next page of data.
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Client Timesheet History

Week Ending Fram | 01/08/2003 | Teo |[31/03/2003
Candidate First Mame: |Su=an
Candidate Surname ! |Peterson
Job Srder Mot

Status Any hd

To view Archived Client Timesheets, fill the selection criteria and click on the Report button.
Below are some tips on how to narrow your search to get better results.

Fields

Week End From/To - Date range criteria to search for timesheets. You may use date range fields
to narrow your search results.

Candidate First Name - Candidate first name you are searching for.
Candidate Surname - Candidate family name you are searching for.
Job Order No - Job Order number can be used to narrow your search.

Status - Options for this field are: Accepted (accepted timesheets have been approved for
payment but have not been paid against) or Completed (completed timesheets have been
accepted and payment has been processed). You may use one of these options to narrow
your search results.

Buttons

&

Click on this button to submit your search criteria displaying your search results.

If more than one page is required to display all the data retrieved by the search
criteria, the Show Next Page button will be displayed at the bottom of the page.
Click on this button to view the next page of data.
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Client Timesheet History

Wank Ending From | 0170872003 | Ta | 31008/200%

Candidate Fies® Mame | Susan

Candidate Bumame s | Peterzor

Jabk Crder Mo = |_

Candidate Harmig

End Dane
AnsbyztPragrammar 1072063 240872003 Aocapiad
T0000ERIE Ffo8fa004

nhf B Fn abp st Pragrarm er L'OTfEo0E  1T0S 2003 L] Anoepied
20000EEIE F10ALH004
Buzan Perarson A aby ST rag ranm er L7200 S0Srond 2 LoD Aceprd
2000 EIIE. A1 /08,2004
Buzan Patarion Buineay Analeat 10T e00E HErN00E 1500 Arcaptud
20000ZTAIH 2808 2004
Page 1of 1

By clicking on the Report button the results of your search will be displayed below the search
form. You may change your selection criteria to narrow your search after each display until you
obtain exactly what you want.

Log Out

Log Chuat

To log out of the web portal, simply click the ‘Log Out’ icon.
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