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For job seekers v For freelancers v For employers v For partners News v About Hays v

YOUR PERSONNEL SERVICE
PROVIDER

- The following browsers
are supported:

Firefox

Chrome

Internet Explorer 10
Internet Explorer 11
Safari

Job and Project Portal

‘ Search item ’

City ‘

Find jobs

Internal jobs with Hays (2
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' orking for
"AY your tomorrow and password o | e | s
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You are here hays.de | Login

SIGN IN

Email address

REGISTER
IN JUST TWO MINUTES

Password

Y¢@u do not have an account yet?

egister now and enjoy all benefits provided by us.

Password reset

SUPPORT

If you have any further questions regarding your login,
please send an e-mail to logini@hays.de.

M Receive job offers via email

¢ Quick and simple application

% Save job offers on multiple devices and apply

If you want to change your marketing preferences .
not yet have a login or do not wish to create one, glease
contact service@hays.de.

Cookie-Praferenzen

Registration is required, if you should have no log-in data, yet.
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MY REGISTRATION

. v
Form of scdines

You have to fill in all
fields, please tick the
box to accept the Confor o s
privacy policy, and
then click the “Send”

button.

Lrnasil acheless”
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your tomorrow

(&) MyHays v  Career with Hay, Q s 9 DE | EN

News v About Hays v

For job seekers v For freelance My HayS

My welcome page
Applications
Manage my job alerts
Contracting services I
Value-added offers

Compliant Sourcing”
Manage my profile data
Settings
My saved jobs (0)

YOUR PERSONN
PROVIDER

Job and Project Portal

Search item

‘ City

Internal jobs with Hays (2
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Overview of
payment
objective,
estimated
payment date,
etc

Working for
your tomorrow

For job seekers + For freelancers « For employers «

For partners Hews «

About Hays «

CONTRACTING SERVICES

Here you will find all the documents and mfonmestion on your serice recording and smeoicing that you nesd Tor your progects at Hays

Jl

Time Tracking in MyTime

|

My Invoicing Data

(=

FaQ

®

Information regarding my Invoicing

Documentation

Summary of my Uploaded Files

?

Documents to Downlaod

Click on the button

to upload
documents

To view your
uploaded
materials, click
“Summary
uploaded files"
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For job seekers & freelancers v For employers v About Hays v

What job are you looking for?

You afe v haysal S My Hays [/ Kanchdaten J Contracting sermoes [/ Sumimary uploaded fies

SUMMARY OF MY
UPLOADED FILES

Here you” ll find a summary of your uploaded files of the last 12 weeks.

For general inguines regarding the scif-billing process, please don't hesitate to contact your person in charge.

Uplosded Receipl s Receipl date File namse Conberi person
-4 2021241 Py -guichigisde porial-eagl 20000 s Sach Bearbeiler
Hz-ra-n 202141 Py -quickpusde-porisi-eagl 200 Sach Bearbeiler
A2 i) ] Test-T3lpdl Sach Bearbeiler
HOZ-ME-0 202-H-10 Angpebot 4022 (Duodld Sach Bearbeiler

JOFHIE-W 202HIE-W Angpebot 400272 (Fodl Sach Bearbeiler
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For job seckers w For freelancers v For employers » For partners Mows w About Hays w

Select the appropriate
project by clicking the
drop down menu.

INFORMATION REGARDING
MY INVOICING DOCUMENTATION

Piease note: If the upload does not work properly for you, please use the Chrome browser.

Ploase select the desired project number and upload the suitable PDF files. Please also enter the performance penod of your invoicing
documentation.

Project number™:
- please choosa - O
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Working for
your tomorrow

INFORMATION REGARDING
MY INVOICING
DOCUMENTATION

Please select the desired project number and upload the surtable POF files Please also
enter the performance penod of your invoicing documentation

* PLEASE CLICK HERE TO ENTER YOUR CREDITOR NUMBER AND PIN.

Project number®

60C00000030 m
Performance perio Select the appropriate

Januar, 2017 o prOjeCt by CIICklng the
drop down menu

AQvars o0 mput

Hh your invoicng

Please provide the following information to help us dea
documentation faster

Receipt date

Enter data

Invoice date can't be in the
future for tax reasons
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Message appears if no bank connection has been
entered. Processing is canceled

A No banking account data could be found. Please provide us the
information where to transfer the credit to in the first place.

SEND NEW ACCOUNT DATA

10
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H AY e+ dd (B MyHeys v CorcerwithMays Q. & @  oefen

For job seckers « For freclancers « For employers « For partners Hews « About Hays «

INFORMATION REGARDING

MY INVOICING DOCUMENTATION If a new project

needs to be added,
please click here

Please opie; N the upload does nol work propérly for you, please ose the Chrome browser,

Please select the desared praject number and uplosd the sutsble POF fiics, Ploase slivo enter the perfior
documentation

I penod of your invoicing

* PLEASE CLICK HERE T ENTER YOUR CREDITOR NUMBER AND PIN.

P g Py "

= ploase CNoose -
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Add agent:

Enter Vendor number and
PIN, press Link Number

LINK VENDOR NUMBERS
WITH YOUR LOGIN

Please enter your vendor nurp

Creditor Number

LIST OF LINKED VENDOR NUMBERS

ir Creditor Creditor Number Valid

Upload invoicing documentation [N \’ Consultants are displayed
Press Button

12



HAY.

Working for

your tomorrow

You only need
to do this if you
want to link a
new PIN to
your account.

LINK VENDOR NUMBERS
WITH YOUR LOGIN

Flease enter your vendor number and PN
A link was established between your login and our vendor number
= Creditor Number: 1000031

- PiN: ABGC123

This operation is only necessary if you belong to a freelancer association and so
submit invoices on behalf of other freelancers.

If you are only invoicing for yourself, please continue to "Upload invoicing
documentation”.

Creditor Mumber PIN

1000031 ABC123 LINK NUMBER

LIST OF LINKED VENDOR NUMBERS

" Creditor Creditor Number Wahd

1 Elwetritsch GmbH 1000031 v

N

Linked venc_!nrs_are displayed. Now
on "Upload invoice documents”.
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Working for
your tomorrow

DETAILS FOR MY
ACCOUNTING RECORDS

+ PLEASE CLICK HERE TO ENTER YOUR CREDITOR NUMBER AND PIN.

Fiease select the desigad progect number and upload the suilable PDF iles Pliease entes

the parfermancs perod ke the Dilled DarfomMmancs Derod In your accountng reconds

* PLEASE CLICK HERE TO ENTER YOUR CREDITOR NUMBER AND FIN.

Please choose the
project number

Progect number®
please choose
please choose -

SOCO0000042

GOCO0000040

60CO0000041
nicrmeation »

NYoIce nurmber Inwaica dade

-+ 24 ¥  Feh ¥ &L-L Enter data

Invoice date can’t be in the
future for tax reasons
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UPLOAD INVOICING DOCUMENTATION

{Permitted file format: PDF (unsigned), maximum upload size 2MB)
Please upload the following documents separately in the relevant fields.
Only your time card and travel expenses (where applicable) are relevant for self billing procedures.

You must click the button "Send invoicing documentation to Hays now” at the bottom of the page for your documentation to be sent

You will be helping us to improve our processes while ensuring the timely handling of your documents.

shons about your uploaded documents, please contact us by email:

\ The responsible clerk is registered here

Should

E: GSV-Datenerfassungi@hays.de
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YOUR TIMESHEETS

H AY Working for
4 you r to morrow DRAG AND DROP COCUMENT S HERE

Warning! Yar docimantation will nat ba sant until you click the buttan “Sand invoicing
documentztior ta Hays now” at the aottam of the page.

YOUR TIMESHEETS

corresponding fields.
p g o

See the documents, which

- Drag the documents into will be uploaded

LA NG DROF
DOCUMLNTS

HERE
K1

R CIR

8 R}

- Upload of multiple timesheets,
travel expenses and receipts is
possible

- maximum size 2MB

Warningl Your docuirentaton wil not be sent until you cick the bution "Send mvoicing
documentatior 1o Hays now” et the bottom of the paga

TRAVEL EXPENSES AND RECEIPTS

DRAC AND DROP DOCUMENTS HERE
(OR CHICK 11 RE)

Warning! Your dozumantation wil nat ba sant untif yor click the hurtor “Sand invoicing
ot airertation 10 Hays row” at the button: of the page

To submit a change request for your
bank account, click on this button .
(this concerns all open claims). ks ol

Account owner: Hays \WebDev Testuser

IBAN A_TdDQ AR meeen 4421
S

This field allows you to add billing-relevant

data, such as information about remote
services, travel costs \. e

Click this button for sending your
invoicing documentation to Hays

SEND INVOICING DOCUMENTATION TO HAY S NOW '
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For job seekers & freelancers « For employers v About Hays ~

Yosarehere: haysal / MyHays / Kandsdaben / Conbracting services [/ Upkoad ewoie

INFORMATION REGARDING
MY INVOICING DOCUMENTATION

Please note: If the uplaad does pot work properly for pou, pléase wse e Chrome browser.

Pleaze select the desired projpect number and upload Ehe suitable PDF hles. Please also enter the performance penod of you
documentalon

Thank you wery much! Your mwoicing documentation has been sucoessfully sent.

Progectnumber: BOMI2345678

Upoacod filles:
+  hays-quickguide-portal-engl_ 201901 pdf

Progect number™:

- please choose -

Confirmation that billing
documents were uploaded
successfully

Should you have different
projects, you can select
another one and upload the
documents

17




