
AgencyWorker Workflow

As an Agency Worker how do I activate my account?

Firstly, your agency will need to set up your profile and then you will receive an
email inviting you to the agency on Patchwork. It will look like this;

You will then need to select on the highlighted ‘signup’ link, which will take you to
the below screen
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To complete the activation of your account, you will need to follow the below
steps

● NI Number - note this will need to be exactly the same as what has been
inputted by your agency. If they do not match, you will need to contact the
agency to have this updated and a new activation be sent to you

● Create your password
● Select ‘signup’
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As an Agency Worker what do I need to do once I have activated my account?

Once you have activated your account and successfully signed in to your
account, you will be prompted to confirm your details that have been inputted by
your agency

Select ‘Click here to complete’ and you will be able to edit your details accordingly
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Once you are happy with your details you will be able to confirm this at the
bottom of this view
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You will then view confirmation of your application being accepted and joining
the agency successfully. Once you can then read the information provided and
press close
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How do I book into shifts as an Agency Worker?

Your agency will review available shifts that are available and propose you into
the shifts you are able and available to work. Once a shift has been confirmed,
you will be able to see this within your Patchwork account
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As an Agency Worker how do I get my timesheets signed off?

Once you have completed your shift, you can go into your Patchwork account and
navigate to ‘Timesheets’, here you will see the shifts that need to be actioned

If you select ‘sign-off timesheet, you will then be able to select all shifts that need
to be signed off
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Once you have selected the ones you need signing off, you can select ‘Next’. You
will then be able to adjust the times of the shift if necessary. Please ensure you are
sending through an accurate timesheet of what was worked

Once completed, you can select ‘Request Shift’
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This will then be sent to the necessary sign-off authoriser to action. It is important
to note that once it has been sent, it can not be changed.
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As an Agency Worker, how do I know if my timesheet has been signed off?

You are able to follow the journey of your shift being signed off and approved for
payment within your Patchwork account, under timesheets. If you have requested
sign off, you can review ‘in-progress’ shifts from the view below

Once it has been signed off, it will update to ‘signed-off’ as below
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As an Agency Worker, how do I knowmy shift/s has been sent to payroll?

You are able to follow the journey of your shift being signed off and approved for
payment within your Patchwork account, under timesheets. You will be able to
review your finalised timesheets under ‘Finalised’ as below
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