Step-by-Step Guide for Automated Scribe™
Invoicing

1  Navigate to Works Manager

2  Click "Job Management"

Are you feeling happy today? (25 Today's Happiness Cour
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» From Cowardice to Courage: A Journey of



3  Click "Timesheet Finalization"

Quality Management - COE ~ Timesheet Finalization ~ RPA

a Pandian Selvaraj

: My attendance information Productivity
In Time (SC) : MTD - 61:00:00, Target - 130:00:00
K 10:56:53 AM MTD Productivity : 61:00:00
MTD Overhead :
Day Productivity : 05:00:00
Day Overhead :

4  Click "Associate"

orts ~ Admin ~ Quality Management - COE ~ Timesheet Finalization ~

Associate

Hi DHINAKARAN

i
F-10-2023 (Friday) / TL : Soundera Pandian Selv{cutnet,

27-10-2023 : My attendance information Productivity
User Name In Time (SC) : MTD - 61:00:00, Target - 130:00:00
DHINAKARAN K 10:56:53 AM MTD Productivity : 61:00:00

MTD Overhead :

Day Productivity : 05:00:00

Day Overhead :




5  Selectyour client

Home Job Management - Client Management ~ Time Management ~ Reports ~ Admin - Quality Management|

Timesheet Finalization - Ad
Month *
| 10-2023 v/

Client Name™

I Select

6 For Example "Allworths - Chartered Accountant”

Month *
10-2023 v

Client Name®

Select - |

| |
 —
| | Select |

Allworths - Chartered

Accountant

Carisma Solutions Private Ltd

Liston Mewton




7  Click Next button.

Timesheet Finalization - A4

Month *
10-2023 b

Client Name*

Allworths - Chartered... ¥ '

Next

8  Select your mode of Contract. Ex : Staff or Agreed or Hourly

Home Job Management - Client Management ~ Time Management - Reports ~ Admin - Quality Management|

Timesheet Finalization - Ad

Invoice Month @ 10-2023 Client Name : Allworths - Chartered Accountant

STAFF AGREED HourLy ACTUARY CER




9  Select your Contract Code

Timesheet Finalization - Ad

Invoice Month : 10-2023 Client Name : Allworths - Chartered Accountant
Contract Code® Vertical Client Employee Carism;
Select v Select > Select v Sele

Select the appropriate contract and Ensure client employee(Name A), Carisma
10 ,
employee( Name B ) and Committed hours are correct.

Timesheet Finalization - Ass

Invoice Month @ 10-2023 Client Hame : Allworths - Chartered Accountant
Contract Code” Vertical Client Employee Carisma
ALLWO219008 - DHINAF | v Business services b d DHINAKARAN K - CSPL5 v DHIN#

Timesheet

01-10-2023 Sunday
00:00:00

0z-10-2023 Menday

03-10-2023 Tuesday




11  Enter your each day billable hours for the month

Contract Code™ Vertical Client Employee Carisma
| ALLWO219008 - DHINAF ~ | Business services v DHINAKARAN K - CSPL5 v DHINS

01-10-2023 Sunday

00:00:00

02-10-2023 Manday |

03-10-2023 Tuesday

04-10-2023 ‘Wednesday

05-10-2023 Thursday

06-10-2023 Friday

12 Enter in remarks sections for Weekend Holidays , Public Holidays , Sick leaves ,
Casual leaves , Exams Leaves, Permissions etc

01-10-2023 Sunday
00:00:00
02-10-2023 Monday [
00:00:00 ‘ Public Holiday
03-10-2023 Tuesday
04-10-2023 ‘Wednesday
05-10-2023 Thursday
06-10-2023 Friday
07-10-2023 Saturday
00:00:00




13  Once you have completed entering billable hours for the month. Click Save Draft

14 Click "OK"

Draft saved Successfully. Press
Next to Upload annexure




15 Click 'Next'
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16 Click yes to upload annexure and Click No if your annexure is with another
contract, And also note if you click No, you cannot upload annexure for this
contract, Reach out to IT if you still need to upload Annexure.

int to upload annexure?




17  Click and Download Template

ACTUARY CER

Vertical Client Employee Carisma Employee Committed

v Business services hd DHINAKARAN K - CSPL5 v DHINAKARAN K - CSPL5 v 130:00:00

Staff Contract - Annexure

2 chesen E Download Template

18 Fill the Job details with hours in the Downloaded Template( i.e Job Annexure file ).
Ensure to use the date format [HH]:MM:SS.



19 Upload Job Annexure file here

STAFF AGREED HourLy AcCTUARY CER

Contract Code® Vertical Client Employee Carismi

ALLWO219008 - DHINAF + Business services ks DHINAKARAN K - CSPLS  + DHir

Staff Contract - Anne

Upload File

| Choose File | No file chosen Reset | Download Template

20 Click Upload Button

STAFF AGREED HourLy Actuary CER

Contract Code® Vertical Client Employee Carisma Employee
ALLWO219008 - DHINAF ~ Business services > DHINAKARAN K - CSPLS v DHINAKARAN K

Staff Contract - Annexure

Upload File

Choose File |StaffAnnexure (1).xlsx Reset | Download Template




21 Ifyou want to re upload Annexure file , please make sure to give Reset option

22  After uploading check and submit

STAFF AGREED HouRLY Actuary CER

Contract Code® Vertical Client Employee Carisma Employe
ALLWO219008 - DHINAF ~ Business services . DHINAKARAN K - CSPL5 v DHINAKARAN

Staff Contract - Annexure

Upload File

Choose File | No file chosen Download Template

You are trying to upload Inovice data for the contract ALLWO219008. Please see the data

JobDescriptions JobStatus

Ah Ying Ong Sent for queries

Allworths - admin Closed

Bluett Neish Family Trust Yet to hear whether job can be closed
Dryburgh & Co Yet to hear whether job can be closed
FinMechanics Australia Pty Limited Yet to hear whether job can be closed




23  Click "OK"

Data Submitted Successfully

24  Once finalized ,Send for Approval to TL

11:00:00

02:00:00

17:20:00

closed 11:30:00

17:00:00

05:00:00

02:40:00

14:40:00

102:00:00

Send for Approval To TL
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25 Click "OK"

Data Sent for Approval To TL

26 If you still want to edit your data after sent for TL approval , Request your TL to
reject it



