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Introduction

PARIM client portal, offering both web and mobile apps, was developed to improve
communication between you and your clients. PARiIM Client Access App ensures that
your clients see shift information as well as all shift updates and changes.

In this guide, we provide you with a few steps to easily start off with PARIM Client
Access App.
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1. How to share access to the client app

Please share the download links with your client reps:

e For Android phones:

https://play.google.com/store/apps/details?id=uk.co.parim.app

e ForiPhones, iOS:

https://apps.apple.com/us/app/parim/id903349917

Please also share the link to the Client Access App guide to lead your client
reps through app basics:

http://bitly.ws/AQwh

2. En/disabling access to Client Access App and timesheets approval
for client representatives

If you want your client reps to have access to Client portal so they can see
timesheets, then you can share access with them in
System settings Time & Attendance or Client settings

For this, turn ON the toggle-switch ‘Show Timesheets In Client Portal’.

If you need client reps’ approval for timesheets, proceed to the next toggle-switch
'Client representative can approve Timesheets on mobile app' and turn it ON by
switching it to green.

3. Default in-app settings for client representatives
*available if Event module is activated

If you enabled access for clients to Client portal in the previous stage by turning
on setting ‘Show Timesheets In Client Portal’, then the following settings will be

automatically enabled.


https://apps.apple.com/us/app/parim/id903349917
https://apps.apple.com/us/app/parim/id903349917
https://play.google.com/store/apps/details?id=uk.co.parim.app
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Alternatively, if the setting ‘Show Timesheets In Client Portal’ is turned OFF, then
the following settings will be automatically disabled.

You can check these settings if you go to:
System settings Notifications column IN-APP

Notify "Client” of any activity concerning their requests

Client-requested event approved by admin

4. Set and review the information displayed to customers

To set or review the settings for your client reps, go to
System settings Client settings

In this section, you can set and review what information is displayed to your clients
in Client Portal Web and Client Access App.

5. Client reps’ approvals indicator in Client Portal, Web

You can find clients reps’ approval indicator on the following pages:
e Timesheets List
e Timesheets Table + list view
e Pay Run
e Invoicing Report

For example, if you have enabled client reps’ approval for timesheets, then when

you go to Timesheets list, you can find statuses for client reps’ approval next to a
person’s name.

Person ~ Awaiting approval by client representative [l Date
b
Juliet Smith e O n Mon 06 Feb
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€ A grey tick indicates that a timesheet has NOT been approved.
@& A green tick indicates that a timesheet has been approved.

You can also use Timesheets approval filtering to find approved & unapproved
timesheets by your client reps:

To find all timesheets that require client reps’ approval, click ‘Yes by Client’:

Timesheets Approval

Yes by Supervisor Not by Supervisor

15 318

—> Yes by Client Not by Client
[ 5 ] 328

Yes by Assignee  Not by Assignee
6 327

To find all timesheets that have been approved and DON’T require client reps
approval, click ‘Not by Client’:

Timesheets Approval

Yes by Supervisor Not by Supervisor

15 318

Yes by Client Not by Client ¢
5

Yes by Assignee  Not by Assignee

6 3zr
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5.1. Client reps’ approvals indicator on other pages

Client reps’ approvals indicator in Timesheets Table:

' '
& {} L View List

-l People- ~ Al Clients- w @® Lasiwesk  Olastmonth O custom

-All Locations On Timesheet- ~

O padgeno O Position Shon Code (PSC) O PayRate O charge Rate

All clients

Weekly Timesheet Starting on: 6th February 2023 Ending on: 12th February 2023

from a supervisor W (0) Just Completed

| from a client representative| # (55) Awaiting appros

Awaiting apy

wal from an assignee

A& (92) Awailing apg

Week: 06 Monday, 6 th Tuesday, 7 th Wednesday, 8 th Thursday, 9th Friday, 10th Saturday, 11 th Sunday, 12th
Name Start End  HR |Start End | MR Start End | HR Start End HR Start| End  HR | Start End HR Start End HR Tatal
Aaron Adams 0830|1745 925 |0830(1645 825 15451545 0.00 08:30(16:45 825 | 25 r.s
A® ADS AR # AOH
Abbie Adams 04000900 5.00 1095/17.00) 575 |07.00/15:00) 800 1875 [
o e Feod continn

Client reps’ approvals indicator in Timesheets Table, list view:

TIMESHEETS m

=4 APPROVED
O oae e gll';t’:i“ PHOTO  PERSONSMAME  CLEENT LOCATION POSITION BY :T::Fa"flu B W v
ASSIGNEE SUPERVISOR
v v - - -
D 15Feb  1000-1345 375 (g EBS [] [] [] 4
0 14Feb  0900-17:30 7.50 O wifi1 -] (-] -]
O 14Feb  0900-1730 750 (O wifi1 [] [] [/] 4 g




Events

Pay Run « Q. Search people © m 11 columns

GIOURInG 1ows t
- -
All peaple & shifts byjpersan 25435 £32034.76 £422.00 £3557.04 £30.00 £36043.80
Save view
¥ Person = Type Approved Description Lacation
Unscheduled pay period - Aby . " Wall A o
v 4 Aaron Adams m Absence O[D|©  Holday (min notice 5, with pay ) North Well Arts: Cent
Curent year -
v 1 Airokov Jur - Shift SIO|® cuad North Wall Arts Cent
SR 0012023 NN22023
v 6 Allan Watts : Shift Cleaner Check Call Site
al:
Pay Lock Status
v 2 Anna Pak - Shift SO0 2z Hanna's location
v Elizaveta Vylegzhanina & AbEEnce OIB|® o (minnotice o) Abandaned mansior
v Hanna Pak H shift Guard Morth Wall Arts Cent
al:

v 4 hanies app kivsves - Shift S0 22 [

Timesheets Approval

Client reps’ approvals indicator in Invoicing Report:

Invoicing Report < Q Search clients m! {ii coumas

Grouping fows x
All clients & shifts ¥ by elient, location and position i 2475.5 £51801.64 £670.00 £30.00 £52501.64
Save view Bre
¥ Client Assignes Approved Date Ii:i
1 miare e
Last month -
vl 2 Sisters Food Rilen Devstalt [10] (]
BB owoi2023 340172023
-z Wili Client Atdron No L o|0|10
- 2 PAFIM Marketing team Victoria Newman [-1l~](~]
i i hannes kiuusvee elele
vl 2 Sisters Food s Manages kuusvee [-1(~](]
Yes by Chient Not by Client - 1 2071 best company hannes manager kuusvee Q|0|0
5 340
vl Milo & Sparks inc: Liza Part-time Employes [10-]0]

People @

Both on Pay Run and Invoicing Report pages, you can use filtering ‘Yes by Client’
and ‘No by Client’ to find needed shifts faster.

Important! If you have disabled client reps’ approval for timesheets, then the
client approvals indicators as well as client filtering for clients will not be
displayed on the mentioned-above pages.
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6. Timesheets approval section in Mobile App

You can find a timesheets approvals section in Timesheets, when they are already
approved (on the left) and unapproved (on the right).

78 @ - §eon zog @ * eI

& Mon, 19 Sep 2022 & Thu, 15 Sep 2022

& Position
= = ¥ Location 4 3
¥ Location »
Time
Time
Il Break Hours worked 09:00-17:00 >
U D Clock history b
Haours worl
oS erad Total hours worked
Il Break
COMMENTS
D Clock history b
Total hours worked
PROVAL
APPROVAL
= Assignes
2 Assignee -]
& Client
& Client -]
2 Supervisar
2 Supervisor -]
£ Rat
£ Rate [ ]
L
2} Total pay

Important! You, as an admin or superadmin, will see all approval statuses.
Your staff users will see only Supervisor and Assignee approval statuses.
Your client reps will see only Your (Supplier) and Client approval statuses.

7. Enabling Two-factor authentication (2FA) in mobile apps

It is possible to enable 2FA using both Web and mobile apps for admins and staff.
You can find 'Two-factor authentication' under ‘More’ tab.
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Mare
Mare
P Miss Ingrid 5 Miss Ingrid
My profile My F
" Timesheets 1o
= Absences
T Availability
T Pay
Contacts
I Settings
Two-factor authentication
Suppart *

Settings
) Two-factor authentication

*  Support

If the system setting “Allow two-factor authentication over SMS” is ON, then a
user has the option to enable 2FA with the code generator app and by SMS -
screenshot on the left below.

If the system setting “Allow two-factor authentication over SMS” is OFF, then a
user has the option to enable 2FA with the code generator app only, the same way
as it works in the web - screenshot on the right below.
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If the system setting “Allow two-factor authentication over SMS” is OFF, then a
user (admin or staff member) has the option to enable 2FA with the code
generator app only, the same way as it works in the web.

Two-factor authentication

. Two-factor authentication is not enabled for
your account

Copy key and set |

up manually

o the: app in the fiel

If 2FA is enabled then you as an admin or your staff sees it as enabled.

{ More Two-factor authentication

Two-factor authentication o

10
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To disable 2FA in the mobile app, click ‘Disable by receiving SMS’ button on
Android or click the toggle on iOS (iPhone).

Important! 2FA can still be disabled by a Superadmin in the web app by going to a
user's profile in case a user has deleted the code generator key or due to other
reasons.

8. Additional help and links

1. A help article on Client Access App can be found here.

2. The guide for your clients can be downloaded here. Please share it with your
clients.

3. You can always reach out to our Support team via email support@parim.co or
chat bubble in PARIM system.

11


https://support.parim.co/en/articles/6929985-client-access-app
https://drive.google.com/drive/folders/11r7dfzbqAWTb9CsdFK_qhjtRddMboWwm

