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Your Personal Information: 
 
The worker portal can be accessed via the following link: 

https://mytimesheetportal.co.uk 

Your consultant will have issued you with a unique user name and password. 

On initial login the system will prompt the user to change their password – passwords must be between 

2 and 12 characters long and can be a combination of letters, digits and symbols. Please note that your 

password will be case sensitive. 

Passwords can be changed at any time by selecting the Change Password tab on the main menu. You 

will also be prompted to supply a security questions as additional system security. 

Forgotten Passwords: 

If you have forgotten your password please contact consultant and new email login details will be sent 

to your user defined email address or for convenience select Forgotten Password and a new Password 

will be emailed to the Email address registered within the system. 

You can also follow the forgotten password link underneath the login details on the log in page. 

You are required to update your password on first login. 

  

 

 

 

 
 

You are required to complete this tab when first entering the system as this question will be asked when 

requesting a new password. 

Please note there is timeout functionality in all screens – no activity within 20mins will log the user out 

and they will be required to re-enter their login details. 

https://mytimesheetportal.co.uk/


  
 

 

 

 

System Overview: 
 

The worker portal is an intuitive platform that allows you as a candidate full visibility to information 

relating to your assignment &  payment details. 

Your will be issued  with a unique user name and password once you have been set up on our payroll 

system. This is to be used when you first log into the portal. 

 

 Enter the username & password & click the “log in” button 

The Home Screen 
 

Your individual log in presents a home screen with a selection of menus on the left hand side. 

 

 



  
 

 

 

 

The solution navigation can be found on the right hand side. Select any of the links and they will direct 

you to specific pages. 

 

My Details 
Your personal details are displayed on this page. If any are incorrect or need updating please contact 

your recruitment consultant. 

 

Bank Details  
The bank details screen contains your bank details that are held for you within the payroll system.  For 

amendments to your bank details please contact the Payroll department. 

 



  
 

 

 

 

Timesheets   
 

For each of your assignments a line will appear. Each line is associated to a timesheet. 

This information is clearly presented line by line, indicating timesheet number, client name, timesheet 

date and the timesheets cut-off date. 

Until the timesheet is submitted it will appear on this screen, and depending what has been entered the 

status column will indicate where the timesheet is within the payroll process 

 

To enter the timesheet details, click on the status, if there are hourly and rates applied to the 

assignment the system will display a question to the user to define the type of timesheet that is 

required. The types available are hourly, Daily or both hourly and daily combined.  

 



  
 

 

 

 The daily timesheet type enables you to specify the days worked by entering 1 in the relevant field 

against the day worked.  

The system will automatically total the number of days that have been applied to the timesheet. 

Prior to the timesheet being submitted for client approval the user is required to enter the number of 

days against the relevant rate description.  

 

Finally enter the number of days at basic or overtime rates to ensure the correct hours are related to 

your correct pay rate. This only is visible if overtime rates apply to your assignment.  

For the hourly timesheet specific timesheet information is displayed on the timesheet header.  

Below, for each day a box with a clock next to it is displayed. 

Click on the clock and a time list, to the nearest 15mins, is presented. 

Select the start time, lunch period and finish time. The clocking information can also be keyed into the 

system manually if required. 



  
 

 

 

 

The timesheet will automatically calculate the total time that you have worked for each day. 

For ease, you can copy the hours down each day by clicking the icon with the green down pointing 

arrow if you work the same hours each day. 

Finally enter the number of hours at basic or overtime rates to ensure the correct hours are related to 

your correct pay rate. This only is visible if overtime rates apply to your assignment.  



  
 

 

 

 

You then have 4 options: 

 Save – this will save the timesheet so you can submit it for authorisation at a later date 

 Submit – this will lock down the timesheet so you can no longer edit it and automatically send it 

to your line manager for authorisation and payment 

 Not worked  – if you have not been working for this timesheet period select this to make the 

agency aware 

 Show Expense – show expense creates a separate expense timesheet to enable the user to 

submit expense timesheets for approval and payroll processing.  To complete the expense 

timesheet :-  

o Select expense type from the adhoc dropdown  

o Enter the date of expense  

o Enter expense description  

o Key in the total amount of expense  

o If required upload a copy of the expense receipt and submit for approval  



  
 

 

 

 

Payslip History 
 

A list of all payments made to you  is listed under this tab. 

The six columns provide you with a snap shot of information relating to each payment made: 

 Pay Date 

 Tax Year 

 Tax Period 

 Tax Session 

 Pay Method 

 Pay Amount 

 
 



  
 

 

 

To view a pay slip relating to a particular payment, select the pay day drill down and a copy of the pay 

slip will appear. This payslip can then be saved or printed as required. 

 

Timesheet History 
 

All of your historic timesheets are held under this tab, you will have constant access to this information. 

A list of every timesheet submitted by you is available to view, detailing timesheet date, status, pay 

date, client and pay amount.  

Search fields filter data to make searching for a particular timesheet quick and easy. 

 



  
 

 

 

To view a timesheet select the appropriate timesheet number drill down and an image of the timesheet 

will appear on the screen, as with your payslip these can be printed if required. 

 

Change Password 
 

You are automatically prompted to change your password when you log into the system. You can also 

change it any time.  

If you do forget your password please follow the link from the log on screen or contact your consultant. 

 

 


