partners: L FOLLOW THE
pwc PROCESS BELOW TO

RECORD YOUR TIME

IN THE PwC TALENT

Instructions for EXCHANGE

Recording Your Time

LOG INTO THE PWC TALENT EXCHANGE:

1.
2.

Navigate to https://talentexchange.pwc.com/.

Enter your username and password and click on “Sign in.” Your Dashboard page appears.

TO ENTER YOUR TIME:

1.

Click on the “Time and Expenses” button associated with any roles where you are On Project.

Time & Expense

Please ensure your time and expenses are kept up to date. You are responsible for submitting time Time and Ex
and expenses on a weekly basis, preferably, the Monday following the week they are incurred. pe

If necessary, select the appropriate role from the “Role Displayed” drop-down box.

Role Displayed

UAT testing for invoice 2 -
TE test-Jeant

DNU JMMB Directors Survey %

TE test-Jeans

Talen! Exchange: Tech (4)

TE test-Jeantd

BIMS Option and R&D Valuation 2015

UAT testing for invoice 2

Talent Exchange: Tech (4)

The current week is highlighted. If you need a different week, use the left or right arrows.

Role Displayed

AT testing for invoice 2 v

TIMESHEETS EXPENSES
Oct Oct Oct Oct-Nov Nov
( < > 08-14 15-21 22-28 29-04 05-11 O

Select your work location from the “Location” dropdown box.
IMPORTANT: This must reflect the location where you are physically working, NOT where your client or PwC office is located.

WBS CODE LOCATION MON TUE WED THU FRI SAT SUN HOURS
09/13 09/14 09/15 08/16 0817 09/18 09/19

80047909001 New York, US - 133 v 0 X
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https://talentexchange.pwc.com/

PwC Talent Exchange Time and Expense Entry Instructions

5. Key in your hours worked for each day. Only submit time for hours spent actively working or completing required trainings.

WBS CODE LOCATION MON TUE WED THU FRI SAT SUN HOURS

10/08 10/09 10/10 10011 10/12 10013 10114

40020207001 o Hillia 21 v 0.0 X

6. (Optional) Include additional information about your entry in the “Your Notes"” field.

our Notes Optional

7. If you have additional WBS codes or locations to enter for this period, click on the “+ Add Entry” link and repeat steps 4 - 5.

+ Add Entry

8. If you have entered all your time for this period, click on the “Submit” button.

Otherwise, click on the “Save Changes” button and return to complete your entry later.
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PwC Talent Exchange Time and Expense Entry Instructions

Instructions for
Recording Your Expenses

If you incur business expenses, you must submit them through the PwC Talent Exchange.

1. Ifyou are not already logged in, log into the PwC Talent Exchange and select “Time and Expenses” for any roles where you
are On Project as explained on page 1.

2. Click on the “EXPENSES" tab.

TIMESHEETS

3. Click on the “+ New Report” button.

OPEN REPORTS (0)

4. Give your report a name and enter the appropriate WBS code, then click on “Save.” The Expense Entry form appears.

New Expense Report

Report names should describe the purpose of the expenses covered. They are limited to
40 characters in length

5. Complete all fields. Note that entry fields vary based on the Expense Type you select, so the page may look different from
the screenshot below.

Talent Exchange
Talent Exchange
Dran
WBS Code 40020907001
+Ne
Talent Exchange: Tech (4)
PWCINTERNAL US
APPROVED REFORTS (1)
DATE = EXPENSE TYPE DESCRIPTION AMOUNT
£nse 100t 1or Invo 52456
09/05/2018-09/06/2018
100172018 | Louwing v  Mamon 25000 x
100172018 L] 10/052018 E
Marmott Hotel
United States of America - callas ™ -
Y f your expense requires an explanation in addiion 1o its description, please add a note with more detail
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PwC Talent Exchange Time and Expense Entry Instructions

6. (Optional) Include additional information about your entry in the “Your Notes"” field.

Optional

7. Attach receipts to your report by clicking on the “+ Attach Receipt” link and following the on-screen instructions.

=+ Attach Receipt

8. If you have additional expenses to enter, click on the “+ New Expense” button and repeat steps 3 - 7.

= Mew Expense

9. When you have entered all your expenses for this period, click on the “Submit Report” button. Or, to start over, click on
“Delete Draft.”

Submit Report Jelete Draft
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