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How to create a timesheet
Open Mpower
GOTO > Time and Allowance > Timesheets > Daily Timesheets

Click on Create Timesheet
This will open a new timesheet
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How to create a timesheet
This window will appear 

Change to Team to required discipline 

Ensure Period End Date is today’s date
Make sure the TS Number represents 1 for days and 2 for nights (you can’t put DS on a NS timesheet)

Then Click on SAVE 
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How to create a timesheet
Click on Timesheet

This window will appear
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How to create a timesheet
Select Carry Forward from the drop down menu at Actions   Click on Yes
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It may ask if you wish to copy from 
Timesheet 1 (DAYS) or 2 (NIGHTS)



How to create a timesheet
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Once timesheet has 
been selected this 
window will populate 
from the day before 

Click on New Row to create an entry for newcomers onboard

Note: Please don’t use Add People as this will add everyone from the team list



How to create a timesheet
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Select newcomer required

If newcomer is not on the 
list, please contact the 
Timekeeper who can assist



How to create a timesheet – Arrival days (Dayshift)
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Only enter a 1 under ARRIVDAY column unless newcomer has a BRU payroll number (max 4 hrs travel time)



How to create a timesheet – Arrival days (Dayshift)
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Ensure the total 
hours assigned to the 
person equals a 
maximum of 12hrs
This includes any 
NPT time required

If check-in is 0600 then 1 hrs Overtime can be added as per above – please include this 
information in the comment box



How to create a timesheet – Arrival days (Nightshift)
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For any personnel 
arriving onboard and 
going onto nightshift –
follow all step so far

Ensure TS is set to 2

For this TS we need to 
enter a 1 under 
MOBTONIGHTS and 
not ARRVDAY

Ensure Shift Code is set to NS



How to create a timesheet – Arrival days (Nightshift)
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Click on the Allowance Tab at top of screen and ensure a nightshift allowance (005U) has been pulled through 
automatically 
Ensure the booking code is a productive code which must match the timesheet



How to create a timesheet – Departure days (Dayshift)
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Ensure there is a 1 under the DEPARTDAY column for any demobs unless personnel has a BRU payroll number 
(they are paid until they land on the beach)



How to create a timesheet – Departure days (Nightshift)
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Ensure there is a 1 under the DEPARTDAY column for any demobs unless personnel has a BRU payroll number 
(they are paid until they land on the beach)

Note - Please make sure that nightshift demobs remain on the nightshift timesheet and not on the dayshift one
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BRAND Employees – Arrival days (dayshift)

Brand employees are treated the same way as all other employees unless they have a U in their payroll number.
These personnel are weekly paid and get paid the hours that they worked and have 4hrs allocated to their travel time (arrival day)
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BRAND Employees – Arrival days (nightshift) Monthly Employees

When Brand monthly employees (BR) go on to nightshift, then their mob is 
recorded as MOBTONIGHTS as per normal
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BRAND Employees – Arrival days (nightshift) Weekly Employees

When Brand weekly employees (BRU) go on to nightshift, their travel hours ( a 
maximum of 4hrs) must be recorded on the dayshift timesheet using the 
ARRIVALDAY code

They must also have their nightshift hours recorded on the nightshift timesheet (see next slide)
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BRAND Employees – Arrival days (nightshift) Weekly Employees

Once the travel hours are recorded on the dayshift timesheet, their nightshift 
hours are recorded as per normal but with an additional MOBTONIGHTS code
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BRAND Employees – Departure days (dayshift)

Brand Monthly employees (BR) receives a 1 under departure day as standard 
when demobbing

Brand Weekly employees (BRU) receives 4hrs under departure day as well as 
any hours they worked until they land on the beach
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BRAND Employees – Departure days (nightshift)

Brand Monthly employees (BR) receives a 1 under departure day as standard 
when demobbing

Brand Weekly employees (BRU) receives 4hrs under departure day as well as 
any hours they worked until they land on the beach
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Overtime

When overtime has been worked, then it 
should be added on the timesheet on a 
separate line with the Type set to O1
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Late Demobs

Late demobs are to be used only if the employee has stayed offshore for additional days (087U).

Not to be used if employee returns to work early and departs on their scheduled crew change day

Example: John has 
recorded an additional 
day on 19.05

On the next day 
(20.05) he has 
departed the asset 
using the 
LATEDEMOB code

Remember 
to ensure 
the correct 
booking 
code from 
previous 
day is used 
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Early Demobs

Early demobs are to be used when personnel leave the asset before their scheduled rota demob day whether it be 
operational, medivac, compassionate and sickness
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Early Demobs
Please add in the employee’s hours from start of shift to landing on the beach



Guide to Allowances:
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Please see 
following slides for 
examples of each 
allowance



Allowance Examples – Christmas allowance 007U
To be used every day between the festive period (25.12 – 02.01). Personnel who are eligible will still get the allowance if their flight 
has been delayed or cancelled due to weather (see Payroll for more details).
Ponticelli & Semco Contractors are not eligible. However Brand Contractors are eligible as on different contracts.
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An additional daily allowance will be payable to employees who work offshore on any day between 25th December 
and 2nd January .
This payment is also applicable when an employee has checked-in and is available to start their journey to or from an 
offshore installation. 



Please ensure you 
add a comment as to 
why this allowance is 
being used

Allowance Examples – Temporary Allowance 008U
For use when being held overnight while shuttling between assets (cabin) – Not for use on Elgin/Franklin
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Please ensure you 
add a comment as to 
why this allowance is 
being used

Allowance Examples – Temporary Allowance 009U
For use when held overnight while shuttling between assets (sleeping bags) – Not for use on Elgin/Franklin
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Allowance Examples – Loss of Field Break 052U
Only payable if employee is not getting back earned leave days at a later date

Examples: 

1. Crew change from a Tuesday to a Monday, then continuing a regular 3 / 4 rotation, employee is due 1 day loss of leave

2. Employee’s trip changes from Monday to Thursday, then employee is not due any loss of field break as they have gained 
additional time at home. The additional days at home are picked up by standby 8hrs.

3. Employee does 21 days offshore but has only 21 days at home. Next trip employee does 21 days but has 35 days at home. This not 
classed as loss of leave due to this being equal time.

Please note effecting 01.01.24 all employees now work a 21 / 28 day rotation meaning they accrue 1.333 days for every offshore day, 
this calculation is only to be used for non-time for time rotations

Example - The employee worked 21 days had 28 days leave, changes crew returns offshore works 7 days on followed by 7 leave, 
then returns on new regular 21 / 28 day rota. The employee worked 7 days and should have accrued 9 days leave, therefore 2 days 
loss of leave payment due.

Please note employees are not entitled to loss of field break and additional day allowance for the same dates.
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Allowance Examples – Loss of Field Break 052U
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Allowance Examples – Loss of Field Break 052U
(Nightshift delay allowance)
Only payable after nightshift employees have been delayed offshore an additional night. If employees are normally due to 
arrive onshore at 11 am on their scheduled departure day, and arrive on or before 12 pm on rescheduled day, no loss of leave 
payment due.  If arrival onshore is between 12:00 and 15:00 – ½ day payment due. If arrival onshore is 15.00 or later full day 
due.
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Allowance Examples – Shuttle allowance 053U
Only for personnel shuttling between the Elgin and Franklin platforms. Personnel receives 1 allowance per shuttle (there & back on
same day)

If employees are held overnight on the Franklin, they are entitled to an Overnight Intervention allowance only, not both.
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Allowance Examples – Delay allowance 056U

Delay allowances occur when the helicopter is delayed landing on the beach by more than 1 hour.

Delay allowance is normally only applicable when it is the employees normal scheduled demob day. The only exception to 
this is if the flight is delayed due to weather etc on the rescheduled crew change day.

Please do not use LATEDEMOB for delayed flights – LATEDEMOB is for use after additional days at end of scheduled trip only, 
not for employees who return to work early.

Note that if a delay allowance is assigned then employee is not entitled to overtime on that day. The delay allowance covers 
the work carried out.

Delay allowance is calculated from the flight schedules on next page Delay is for each full 
hour
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Allowance Examples – Delay allowance 056U

Delay allowance is calculated from the flight schedules below
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Allowance Examples – Delay allowance 056U (con)

Examples are on the following slides
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Allowance Examples – Delay allowance 056U (con)
Examples

1. Employee works on the asset and checks in at 0600 on a Tuesday. They complete their three-week trip offshore and arrive 
back in Aberdeen at 1000.

They are not entitled to delay allowance as their scheduled demob flight is scheduled to land in Aberdeen at 0945.

2. Employee works on the asset and checks in at 0600 on a Tuesday. They complete their three-week trip offshore and arrived 
back at 1100. They are entitled to 1 hour delay allowance as this is 1 hour over the scheduled arrival time of 0945.

3. Employee works on the asset and checks in at 0600 on a Tuesday. They complete their three-week trip offshore and arrived 
back at 1044. They are not  entitled to any delay allowance as schedule arrival time is 0945 and this is not 1 hour over the arrival 
time.

4. Employee crew change on their normal scheduled rotation day, however, if they agree to additional time offshore at the end
of their trip, then no additional payment for overtime is due if they depart on the scheduled flight for that day. Employee will be 
due delay allowance if flight delayed. Ie flight due to arrive in Aberdeen at 2pm and they arrive at 17.30 – 3 hours delay allowance 
payable.

5. Employee returns offshore early and works additional days, if they check in on the scheduled flight for that day, then come 
home on normal flight on scheduled crew change day, additional days paid only. Employee would be due delay allowance if 
flight delayed as above.



Allowance Examples – Soft Lie allowance 057U
Used for a 3-man cabin (fold up / z-beds) in emergencies only
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Allowance Examples – Shuttle Overnight allowance 058U
Only for Elgin/Franklin personnel who are held overnight whilst shuttling – please note shuttle allowance (053U) is not applicable

this allowance supersedes that allowance.
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Allowance Examples – Three Personnel Cabin Comp 081U
This is only used for a 3-man cabin (fold up / z-beds) ALWYN only
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Allowance Examples – Additional Day allowance 087U
This is used for any additional days over and above personnel’s normal rota. Either for weather delays, covering sickness or 
operational reasons. This is payable from day 22 and is paid at 1.5 times

Please ensure booking code reflects the hours booked on timesheet.

Please note any additional days are to be added to the end of personnel’s trip (even if additional day is at the beginning)

Be aware that additional day allowance covers a 24 hour period which Commences after Scheduled Departure Day Check In.

Additional days outwith normal rotation are handled differently – please see additional slide
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Allowance Examples – Additional Day allowance 087U cont
When booking additional days, please make sure that the time booked for that day is set to Normal and not Overtime as per 
below:
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Allowance Examples – Additional Day 087U  - Late Demob
When booking additional days if personnel are already offshore, please make sure that the demob code on the timesheet is set to 
LATE DEMOB and not DEPATURE DAY.
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Allowance Examples – Additional Day Outwith Normal Rotation
Example –

During employees field break they are asked to go back for additional week (7 days), they then have their remaining time at 
home.

Only payable at 1.5 rate if the employee has completed a full 21 days on their previous trip, Otherwise, this week is paid at single 
time.

Example 1 – If employee misses the first 7 days of their trip due to sickness etc and then completes the remaining days of their
scheduled trip, asked to stay an additional week – this would be paid at single rate.

Example 2 - If employee misses the first 7 days of their trip due to sickness etc and then completes the remaining days of their 
scheduled trip, they then go home for a week and return in field break to work a week – this will be payable at single time.

Example 3 – employee completes 21 day trip, home for a week returns for a week during leave time, this will be payable at 1.5 rate.

Please note employees will not be due loss of leave as they are paid additional days.

Employees working planned additional days will not be due any additional payment for departure day, if they come home on 
scheduled flight of the day. If this flight delayed due to weather etc – delay allowance will be payable.
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Allowance Examples – Rate Uplift – Stand In 096U
This uplift for additional duties required to a higher position (ie Foreman etc.) Please ensure the person’s NAME who is being 
covered is at the start of the comment section.
** Please note that the employee covering the role must work more than 6hrs a day to receive this allowance.
If employee covers 7 days uplift then 8 days cannot be claimed for.

Employee cannot claim an uplift for someone in same position who is already offshore. 

Example – Deck crew member has been asked to assist in the Stores, there is a Matco onboard therefore no uplift due

This code is also used for Brand employees who have a 2-stage uplift (eg Scaffolder to Foreman) and also Rope Access
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Allowance Examples – Rate Uplift – Stand In 96BU
Purely for Brand employees only
This uplift for additional duties required to a 1-stage uplift to a higher position (eg Chargehand to Foreman)
Please ensure the person’s name who is being covered is in the comments

** Please note that employee covering the role must work more than 6hrs a day to receive this allowance.
Employee cannot claim an uplift for someone who is already offshore at the same time
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Allowance Examples – Offshore Emergency Response 097U
Uplift for part of the OER team. For WOS use only
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Allowance Examples – Upskill Allowance 099U
Uplift for specified personnel who carry out certain additional tasks throughout the year
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List of additional tasks to be recorded 
within MPower. 

WO number of the task undertaken to be 
included within comments field in M 
Power.

Identified employees are to complete a 
minimum of 5 tasks per year to continue 
to qualify for the upskill allowance



Allowance Examples – Delay Overtime 102U
For any overtime worked on a late demob departure day for employee’s weather delayed, not scheduled additional days, requires
a fatigue code – Dayshift employees only. Nightshift employees – use loss of leave allowance 052U

Example: Employee worked additional day due to weather, they should have arrived back in Aberdeen at 10 am. Rescheduled 
flight is due into Aberdeen at 15.30. If employee has been requested to return to work, hours worked from check in time for 
regular scheduled departure day until check in for new flight are payable. 

Fatigue code required for all hours (input at start of comments)

Please note a fatigue code is required regardless of hours worked
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If employee normally departs on morning flight and has been requested to change to evening flight due to ongoing work or to 
let another employee home on morning flight. They will be paid overtime for the additional hours worked.
Example: Employee due to leave on flight 1 and will now leave on flight 2 , any hours worked between these hours will be 
carried as delay overtime – a fatigue code is always required



Swing Shifts Days to Nights and Vise Versa

• Employee on a standard 3-week trip work 21 x 12 hours totalling 252 hours
• However, if employee swings onto Nightshift they do NOT complete the 252 hours 

as standard requirement.
• Payroll pays up to midnight each day as per standard T&Cs
• Dayshift is 06:00 – 18:00 (12 hours)
• Nightshift 18:00 – 00:00(6 hours) 00:00 – 06:00 (6 hours)



Swing Shift Diagrams 

N/S 6 12 12 12 12 12 12 78
12 12 12 12 12 12 12 84
12 12 12 12 12 12 12 84

6 6
252

NS-DS 6 12
1
2 12 12 12 12 78

SWING TO D/S 12 12
1
2 12 12 12 12 84

12 12
1
2 12 12 12 12 84

1 246

DS-NS
MON TUE WED THU FRI SAT SUN

MOB DATE D/S 12 12 12 12 12 12 12 84
SWING TO N/S 10 12 12 12 12 12 12 82

12 12 12 12 12 12 6 78
6 6

250

Example of Hours Worked



Swing Shift Times

MON 06.00 - 18.00 DS 12
TUE 06.00 - 18.00 DS 12
WED 06.00 - 18.00 DS 12
THU 06.00 - 18.00 DS 12
FRI 06.00 - 18.00 DS 12
SAT 06.00 - 18.00 DS 12
SUN 06.00 - 18.00 DS 12
MON 06.00 -10.00 & REST then 18.00-00.00 DS-NS 10
TUE 00.00 - 06.00 then 18.00 - 00.00 NS 12
WED 00.00 - 06.00 then 18.00 - 00.00 NS 12
THU 00.00 - 06.00 then 18.00 - 00.00 NS 12
FRI 00.00 - 06.00 then 18.00 - 00.00 NS 12
SAT 00.00 - 06.00 then 18.00 - 00.00 NS 12
SUN 00.00 - 06.00 then 18.00 - 00.00 NS 12
MON 00.00 - 06.00 then 18.00 - 00.00 NS 12
TUE 00.00 - 06.00 then 18.00 - 00.00 NS 12
WED 00.00 - 06.00 then 18.00 - 00.00 NS 12
THU 00.00 - 06.00 then 18.00 - 00.00 NS 12
FRI 00.00 - 06.00 then 18.00 - 00.00 NS 12

Breakdown of Hours – DS to NS



Swing Shift Times

MON 18.00 - 00.00 NS 6
TUE 00.00 - 06.00 then 18.00 - 00.00 NS 12
WED 00.00 - 06.00 then 18.00 - 00.00 NS 12
THU 00.00 - 06.00 then 18.00 - 00.00 NS 12
FRI 00.00 - 06.00 then 18.00 - 00.00 NS 12
SAT 00.00 - 06.00 then 18.00 - 00.00 NS 12
SUN 00.00 - 06.00 then 18.00 - 00.00 NS 12
MON 18.00 - 22.00 & REST NS-DS 4
TUE 06.00 - 18.00 DS 12
WED 06.00 - 18.00 DS 12
THU 06.00 - 18.00 DS 12
FRI 06.00 - 18.00 DS 12
SAT 06.00 - 18.00 DS 12
SUN 06.00 - 18.00 DS 12
MON 06.00 - 18.00 DS 12
TUE 06.00 - 18.00 DS 12
WED 06.00 - 18.00 DS 12
THU 06.00 - 18.00 DS 12
FRI 06.00 - 18.00 DS 12

Breakdown of Hours – NS to DS
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