Concise manual for the UT student flexworker

UT-Flex is a web application for students and staff members of the University of Twente. Demand and supply of work (small
jobs) are matched through this virtual “(temporary) employment agency”. As a UT student you can apply for small jobs. You
will be active as an on-call worker and/or student assistant. The entire administrative process will be handled as much as
possible via workflow. A staff member who wishes to have a small job (student assistantship) fulfilled by a student, can report
this small job via this application. You can apply as a student via: http://www.utwente.nl , then to Quicklinks and then
MyCampus portal and subsequently web applications.
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In order to obtain access to UT-Flex, the first time you have to identify yourself with your UT student number and password. If
you are not registered with the UT, you cannot apply for UT-Flex.
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Once you have identified yourself as a UT student, you can access the small jobs. By clicking on the small job number, you
can consult further details of the jobs. If you are interested you should, in order for the process to run smoothly, apply via the
screen “Information flexworker” on page 4. If you wish more information on the small job, you can send the contact person an
email. The best way to do this is to click on the name of the contact person. The small job nhumber is then automatically
included in the email.
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You can also send an unsolicited application. You can do this via the screen “Information flexworker”. In order to register
yourself as a candidate UT-flexworker you have to supplement the existing data, such as: period available and work
experience. If you are selected by a staff member of the UT to carry out a small job, you will receive an email which is sent by
UT-Flex. You will then be asked to complete and send several missing details (see page 8).
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Once a UT staff member has assigned you a small job, you will receive an email to confirm this. To be able to register your
employment in the salary administration of the university, UT-Flex needs to have your bank or giro account number, your tax
and social insurance number, an individual payroll tax statement signed by you and a copy of a valid means of identification.
You will receive the request below via email. This email will also state the gross hourly wage.
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Wan: 59911278@student ubwente.nl Verzonden: wr 3-6-2005 13:52
Aan: j.a.j.debot@utwente.nl
st

oOnderwerp: Werkzaamheden bij de Universiteit Twente

Beate Marcel Moerman

Hierbij bevestigen we dat je werkzasmheden mag verrichten voor de activiceit "klus 3" in de periode wan 01-02-2005 ©f/m 01-0Z-2Z006.

Dagelijks kun je als oproepkracht of als student-asssistent de gewerkte uren registreren in de module urenverantwoording wvan UT-Flex. Aan het eind wan de
maand kun je eenwmalig alle gewerkte uren ter goedkeuring aanbieden bij: ir. R.C.J. Zoontjes De goedgekeurde uren morden vervolgens voor uithetaling
doorgestuurd naar de salarisadwinistratie.

Op dit moment ontbreken een aantal gegevens om het dienstverband bij de salarisadministratie te registreren. Dit zijn het sofi-nuwmmer, een kopie wan een
identiteitshewiijs of paspoort en het bank- of Posthanknwamer. ils je de gegewvens nog niet hebt aangelewverd kun je ze via de module "Gegewvens salaris-
adwinistratie" wan UT-Flex asnbieden. Het kopie identiteitsbewijs of paspoort moet je naar de PAEO Service Desk sturen. Zonder deze gegevens kunnen de door
jouw gewerkte uren niet door de salarisadminstratie worden uithetaald.

Met wvriendelijke groet,

PiO-3ervice Desk

% Klembord: 18 van 24

- Ikern niet verzameld: verwijder

~ Ikems om meer ruimte beschikbaar
be maken
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You will receive a formal written confirmation of the employment. This will serve as your letter of appointment. You will be
appointed as a student assistant and/or on-call worker in accordance with the Collective Labour Agreement Dutch
Universities. You will receive a so-called zero hours appointment for the period of one year. The hours worked can be charged
afterwards until a maximum of 2 months after the end of the month in question. Your other employment conditions are laid
down in the general provisions. You can consult these via the UT-Flex site.
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Once the employment has been confirmed in writing by the Human Resources department, you will shortly thereafter receive
a staff number and password from the ITBE department of the university. The salary administration needs this number to
make a payment for the number of hours worked. Besides the staff number you will receive a password. You can immediately
adjust this password via My Campus. You can record the hours you have worked using either your staff number or your
student number.

If you perform several small jobs at the UT, for example as a student assistant or as an on-call worker, you should first select
a small job via this screen. You are to record the number of hours worked per small job and at the end of the month in
guestion you are to submit these to your supervisor for approval.
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You can record your hours in the screen for the recording of hours. Hours can only be recorded afterwards. It is not possible
to record hours belonging to a date in the future. If the number of hours has been limited by a budgetary maximum by your
supervisor, it is not possible to charge more hours than the maximum number of hours set in advance. These hours will not be
paid out. If you perform several small jobs via UT-Flex during a certain period, you are to record this per small job number.
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When all the hours for the month in question have been entered, these can be sent to your supervisor via present hours.
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Sending the hours to the supervisor is done via the button send to approvers. If you perform several small jobs during a
certain small job period, you should first specify which hours were spent on which small job and subsequently send these
to the approver once. Per faculty/department it is determined in advance who will approve your hours.

This person will receive an email stating that a number of hours worked have been presented for approval. Once you have
sent the number of hours worked, it is no longer possible for you to correct and/or supplement this.
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If the hours are not approved, you will be informed of this by an email stating the reason (page 10). You can then as yet
correct the number of hours worked and again present these.

Once the hours are approved, they are sent to the salary administration for payment. If this is handled on time before the 10th
of the month, you will receive the salary in the same month around the 25th. When the flexworker has several small jobs,
payment does not follow until all the hours of all the small jobs have been sent by you and approved. If you have not received
the salary on time, inquire first with your supervisor whether and when your specification of hours was approved. If this
happened on time, thus before the 10th, please contact the salary administration of the UT (extension 2835)
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1. Mail to approver (when the hours come in)

Subject: Your Staffware In-tray contains UT-Flex hours for approval.

Dear staff member,

Your Staffware In-tray contains hours charged by Putman, W.G., for approval. In order to expedite a timely salary payment you are
requested to settle the approval procedure as quickly as possible.

Approval number : 100000066

Double-click on the link below to access your Staffware In-tray. http://appw2806.utsp.utwente.nl/webclient

This email has been generated automatically. Please do not reply to this email address. Any replies are sent to a non-administered mailbox
and therefore will not be replied.

2. Mail to student (in case of rejection)
Subject: Your UT-Flex hours have been rejected.

Dear student,

Approval number: 100000057

The UT-Flex hours charged by you have not been approved by your superior for the following reason:
the limit of the number of hours has been exceeded

In order to expedite a timely processing of the salary, | request you to contact your superior.

This email has been generated automatically. Please do not reply to this email address. Any replies are sent to a non-administered mailbox
and therefore will not be replied.
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