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Once you have been hired in Fieldglass, you will receive an email from fieldglass@fieldglass.com with a subject line of Invitation to join the

Fieldglass system.

Fieldglass Registration Email

To access your account set-up page,
click on the Create Your Account
button, found in the body of the email.

Account Set-Up Process

Basic Information:

Review the First Name, Last Name,
and Email fields for accuracy. These
fields are pre-populated based on the
information that was provided to the
Randstad Program Office.

Login Details:

Enter your Desired Username in the
corresponding field. Best practice is to
use your email address entered in the

previous step.

Enter and re-enter your Password,
noting the provided password
requirements and restrictions.

Password Recovery:

Select a Secret Question and enter
your answer and then confirm your
answer.

Please note, if you ever forget your
Fieldglass password, you will be able to
reset it by correctly answering the
secret question you set-up in this step.
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Create Your Account

Please provide just a few details s0 we can set up your account.

Already have a Fieldglass account? Click here to Ink this job to your existing account.

Basic Information

First Name Last Hame

Email

jane.smith@example.com

Login Details

Desired Username

jane.smith@example.com

Password

sessnsassnne

Re-enter Password

ssssmssssnne

Password Recovery
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Name change requests must be submitted to
helpdesk@fieldglass.com, but you are able to
update your email address in this step. All
system generated notifications (timesheet
approvals/rejections, password resets, etc.)
will be sent to the email address listed here.

= Password requirements:

Contains at least 8 character(s)

Password restrictions:

Coes not include usemame or email
o

last name

ssssssnsnnnnnnns

If you forget your login information, you can recover your username and password using a secret question.

Secret Question

What is your pet's name? -

Answer to Secret Question

Confirm Answer to Secret Question

Click the Sign In button to complete the registration process.
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When signing into Fieldglass for the first time, you will automatically be directed through three welcome screens (Locale Preferences, Time
Sheets Overview, and Expense Sheets Overview). In order to bypass these welcome windows in the future, make sure to click the Dont show
this window again box, found in the lower left-hand corner.

To navigate through the welcome screens, first update your Locale Preferences if
necessary and click Save, then review the Time Sheets overview, click Mext and
lastly review the Expense Sheets overview and click Continue to Fieldglass.

Welcome Smith, Jane

Time Sheets

Welcome Smith, Jane

to the next page

Locale Preferences

Email

jane smen@exampie com

Language

English (United States) -

Time Zone

GHT-05:00 US/Eastern

<«

Date Format

MWDDYYYY =

Time Format

12 Hour Clock -
Number Format
#,859.99 (Example: 1,224 S67.99) v

ow this window again

Welcome to Fieldglass! Your registration is complate. Feel free to change the folowing fieids according 1o your preferences. Save your changes and proceed

This email will be used for notifications and password recovery

Example: VWelcome

Example: 01:58 PN

Example: 12/31/2012

Example; 05:58 PN

Example: 1,234 567 99

—
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© Get Approval
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‘ Time

Welcome Smith, Jane

Expense Sheets
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o Enter Exper
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-
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After the registration process is complete you will be taken to your Fieldglass desktop. To access your personal settings, click the gear icon in
the upper right-hand corner of the Fieldglass dashboard and then select either the My Profile or the My Preferences link from the drop-

down menu.

My Profile

Welcome Smith, Jane

My Profile
View and edit personal
information

ﬁ .
ﬁ‘ Personal Settings | @

My Profile

Jane Smith

My Preferences

jane.smith@example.com

Account Information

Edit Edit |

arname Jane.smith@example.com

Change Password
Secret Q
Role Worker

Change

Select My Profile to access information regarding name, email address,
username, password, secret question/answer, and linked accounts. To
update any of these profile settings, click on the appropriate Edit
button, make your changes, and lastly click the Update button.
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My Preferences

Welcome Smith, Jane

My Profile
View and edit personal
information

My Preferences
Change Locale, Home page and
Message Settings

e
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Select My Preferences to access information
regarding locale, home page, and messaging
preferences. To update any of these preferences,
click on the appropriate Edit button, make your
changes, and lastly click the Update button.

¥
# Personal Settings

(¥}

My Profile

My Preferences

Locale Preferences

GMT-05:00 US/Eastern MM/DD/YYYY

juage alendar Start

English (United States) Sunday

Home Page Preferences
Home Page ltems

Show Release Notes
Show References
Show Homepage Announcement

Messaging Preferences

Email Eormat

HTML Based Noti

fication

Edit \
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Make sure ALL the boxes under Email are
checked, as these messages will keep you
informed of any Fieldglass items that may

require your attention.

Messaging Preferences

Email Format
Plain Text '@ HTML Based

Type
Edit Eees——) P

12 Hour Clock ###9.99
(Example:
1,234,567.99)

Edit
Notification

Helpful Hints

Notification

Work Rem

Broadcast

Contact the Randstad Program Office if you don't receive your registration email or are having trouble registering.

To update your account and preferences, go to Edit My Preferences which is located in the upper right corner near your user name.

After your registration in complete be sure to turn on your email preferences so that you will be able to receive emails from Fieldglass and
your Manager.
If you need additional help registering your worker account please contact a member of the Randstad Program Office.
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To Access Your Time Sheet:
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From the Dashboard, click Enter Hours in Time Sheet. Be sure to select the correct week, the older time sheets are at the bottom of

the list and the most recent time sheets are listed at the top. You can also access your timecards by going to View=>Time Sheets from the
main menu.

m View [EEEEIS
f& | Expense Sheets %

2y 4
'3 Create Expense Sheet O& View Time Sheets ". Select Favorite Tasks

@ Time Sheel Reminder — TEST EMAIL (0SNG/2011 1200 AM)
@ Fieldglass Releaso Notes - Click here 1o see what's new

g Worker ID ] Status Period
TUFTWKD0000001 TUFTTS00000672 Drat OIISI0NT - OWFN2012
TUFTWKOOD00001 TUFTTSO0000641 Owvaft 0INEI012- 03402
TUFTWKDCO00001 TUFTTSO0000610 Deaft 0IN2012- 0INTI2012
A \.A ,'?‘__"‘.: Enter hours in Time Sheet TUFTWID0000001 TUFTTS00000579 Draft 03042012 - 0N 02012

To Enter Time and Submit Your Time Sheet:

Enter the number of hours worked for each day in either the 'ST/Hr’ or ‘OT/Hr’ field. Please note: Overtime (OT) for your state is paid
after 40 hours in a week. Please do not enter hours as OT until you've reached 40 Regular (ST) hours total in the ST row.

All overtime should be approved by your manager in advance. To enter time daily, use the Complete Later button to save your time.
Once you have entered time for the week, click Submit to send your timesheet to your manager for approval. Do not click Submit until you
have entered all time for the week!

Helpful Hints:

®) e Holidays and non-standard
& Enter Time Sheet | ruou | @ pase se Complete Later | Submit ) Gancel | working days (i.e. weekends)
Time Sheet (MPITS00081011) are deSIQnated n purple On
Day g0 =V 621 =¥ gr22 =P 23 =k 624 =V E_:’gs =» E;ga Time Sheel YOUIF tlmeSheet If you WOI‘k
o Mon Tue Wed Thu Fri Sat Sun Total durlng one Of-‘ these days, a
MPWKOO000048-100-6217 - Corporate Development {100-6217) Warning message WI” appear'
Hours Worked (Hours Workgsseemstam Gl coUNt This is a wurning only and
can be Dbypassed by
clicking the submit button
Total 0.00 again.
Summary

Billable Break-Out e If your manager rejects your

Billable 0.oo 0.o0 .00 o.o0 0.00 0.00 0.00 0.00 . . .
MNon-billable 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 tlme_Sheetl_ you WI” reC?|Ve an
Time Break-Out email notification. It is your
ST MHr 0.00 0.00 0.00 0.00 0.00 0.00 0.00 responsibi"ty to ed|t the

OT MHr 0.00 0.00 0.00 0.00 0.00 0.00 0.00 . P
Total 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 timesheet anq resubmit it for
approval. Time sheets that
MEIWKDOD00048 are rejected will not be
Comments processed for Payroll which

may cause a delay in your pay.

e If you need additional help
Complete Later | | Submit | | Cancel | entering your time please
contact a member of the

Randstad Program Office.

This document contains confidential and privileged information. Any unauthorized use, disclosure or distribution is prohibited.



