Guide

Entering timesheet

Where can you enter a job sheet?
Once you have logged in to my.tentoo, go to ‘Job sheets’ and click on ‘Enter’. You will then see this
screen.

2

Enter client
If you will be working for a new client, select ‘new client’ in the drop down menu beneath ‘client’.

Here you fill in the details of the client and your contact person at the client. The lines with an asterisk
(*) are mandatory fields.
If you have worked for this client before, you can automatically select the client in the dropdown
menu. In that case you do not need to fill in all the details again.
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Enter job sheet details
After you have filled in your client’s details, fill in the details of the work you performed. Give a project
description and, if applicable, a production number. Production number is not a mandatory field. The
client has the option of indicating this in its my.tentoo environment however.
You also fill in here the location where the work was performed and your position during the
assignment. If your position has not yet been added to the list, you can add it using the search
function.*
Please note! The verification of the kilometres driven takes into account your address and the
location where the work was performed. Only one destination can be entered in this field. If you
visited multiple locations, you can fill this in in the time overview.
*If your contract falls under Tentoo Flexolutions, the fields with your position and the agreed price are
already filled in. You no longer need to do this yourself.
Enter price agreement
After that you fill in the details on the period worked and what should be invoiced. If the agreed
amount comes to less than the minimum wage, it is automatically increased to the minimum gross
hourly wage when the invoice is created. You can click on
for an explanation of the agreed
amount. You can also find a link here to an overview of minimum wages. As soon as you click on
next to ‘Fee type’, you will see more information on the different price agreements that Tentoo uses.
Here you also indicate whether you want to fill in the period worked by hour or by day.

The ‘production start’ and ‘production end’ are the first and last days worked of the period you want to
have invoiced with this timesheet and for ‘kilometre allowance’ you fill in the amount per kilometre. If
you have two rates for the kilometre allowance, click on ‘different km allowance’, after filling in the first
rate.

After you have filled this in, click on ‘Show days’.
If you are an artist: For the position of artist (or, for example, model, actor, etc.), we cannot
reimburse expenses tax free (except for the kilometre allowance). These expenses can be claimed
with the tax return at the end of the year. An advance for deductible expenses can be requested per
performance by means of the Standard expense deduction scheme. For more information, click on
.
Enter working days
After you click on ‘Show days’, you can fill in the hours or days that you worked for the particular
working day. If these days are shown in grey, hours have already been filled in for the days. If the
date appears in purple, this means you called in sick for the particular date. In the event of sickness,
you cannot fill in any hours for these days since you receive a benefit under the Sickness Benefits Act
via the UWV or Acture (depending on the operating company under which your contract falls). It is
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possible to fill in multiple timesheets for one or more clients. Under the hours overview, an
explanation is given for why the date appears in a different colour.

In the first column you fill in the standard hours which you worked for the agreed amount. It may be
possible to fill in overtime hours or a deviating hourly rate in the column ‘Hours with different
fees/overtime hours’. In the white box in the blue bar you can fill in the amount per hour, and check
the box if these are overtime hours.
If you work more than 14 hours, it may be the case that you cannot fill in any more hours in the
standard hours column. In that case you can report the remaining hours in the ‘Hours with different
fees/overtime hours’ column. If you do not check the box next to ‘concerns overtime’, these hours will
be regarded as standard hours.
Please note! Overtime hours are subject to higher tax. As soon as you start to fill in the column
‘Hours with different fees/overtime hours’, an extra column for more deviating hourly rates appears.
You can fill in a maximum of five deviating hourly rates per timesheet.
At Tentoo Flexolutions: If your contract falls under Tentoo Flexolutions, then for the option ‘Week’,
select the week number for which you want to report your hours. After you click on ‘Show days’, you
can fill in the worked hours for the particular working day. In addition to your worked hours, you can
also fill in hours with a deviating rate or overtime hours. Do not forget to fill in the deviating hourly rate
above the column and to check the overtime box if applicable. You report vacation hours and short
leave in the column ‘Hours with different fees/overtime hours ‘.
Kilometre allowance
In the kilometres column, fill in the total number of kilometres per day. If a client indicates that a cost
centre must be filled in, you can do that in the column designated for that. The kilometres you fill in
will be verified using the ANWB route planner. There may a deviation of 5% between what you have
filled in and what it should be according to the ANWB route planner. It may be the case that you have
a deviation greater than this. In that case you will get the notification below.

Select the reason for deviation in the drop down menu.
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Enter expenses
After filling in the hours you worked and any kilometres driven, you enter any expenses you incurred.
If you want to have these expenses reimbursed to you tax free, Tentoo always needs the original
receipts. If you have the receipts, indicate this by putting a check mark at the end of the line. After you
have confirmed the timesheet, you will receive an email which you can send to Tentoo together with
the receipts. Tentoo cannot reimburse the expenses tax free without the original receipts (except for
the kilometre allowance).
Please note! We cannot reimburse parking expenses. The Tax and Customs Administration assumes
these are included in the kilometre allowance. We can only reimburse these expenses if the client has
approved the claim for parking expenses and will pay for these expenses.

Advance/bonus
If you have received an advance or a bonus, you can fill this in in the fields below. An advance is
settled with the client by deduction from the total invoice amount. On your end it is settled with your
net salary. An advance could be, for instance: part of a salary received, lunch expenses from the
client, etc. If the client wants to give you a bonus, this can also be filled in here.

When entering an advance, the amount filled in cannot be more than 25% of the agreed amount. The
reason for this is that your advance may never be more than the net salary to be paid out.
Please note! If you receive a bonus, this is subject to higher tax.
Confirm timesheet
After you have filled everything in, click on ‘Confirm’. If everything has been filled in correctly, you will
be taken to the next screen (if any information is missing, this will be indicated with a pink bar). Your
client has the option of designating certain fields as mandatory. This means that a field that was not
mandatory has nonetheless become mandatory.
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After you click on ‘confirm’, you come to the screen below.

You can send the job sheet to the client by email along with a copy to yourself. Or you can opt to print
the job sheet and hand it in to your client yourself.
If you decide to email the job sheet, your email address and the email address of the contact person
will automatically be filled in. The text in the message box is a standard text to your client. You can
add to or change this text if you wish.
If everything has been filled in, click on ‘Confirm’. A copy of the email you have sent to your client will
be emailed to you. Because you log in using your personal details, the job sheet is digitally approved.
You do not need to do anything further.
Change or delete timesheet
You may want to change or delete a job sheet. In the job sheet overview, click on the line of the
particular job sheet. This will bring you back to the screen where you confirm the job sheet.
At the bottom you will find the option of editing the job sheet by clicking on the button ‘Edit’. This will
bring you to the same screen in which you entered the job sheet. Here you can make the changes
and then click on ‘Save changes’. The reference number of the original job sheet lapses and a new
reference number is generated. This is so that we do not process the wrong job sheet. After that you
can confirm the job sheet by clicking on ‘Confirm. The new job sheet will be sent to the client. The
client will receive an email confirmation that the job sheet has been revised. Please note that your
client can only approve this (revised) job sheet. If your client has approved the old job sheet, that
approval will lapse.
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In order to delete the job sheet, you also go to the job sheet overview and click on the line of the
particular job sheet. In the screen ‘Confirm job sheet’, click on ‘Edit’. At the bottom of the screen click
on ‘Delete job sheet’. You will then get the notification
If you now click on ‘OK’, the job sheet will be deleted and you and your client will both receive an
email confirmation.
We hope you enjoy the convenience of my.tentoo!
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