THINKSR ONLINE TIMESHEET AUTHORISATION
INSTRUCTIONS
1. You will receive an email from our online timesheet system tifo, make sure you register
within 48 hours otherwise it times out. If it does time out just click on reset password and
you will receive a second email to activate:

2. Please login and you will see the following screen

3. Once you agree terms and conditions you will see the following dashboard. If the
contractor hasn’t submitted the timesheet it will show no submitted timesheets as below

4. If the contractor has submitted their timesheet, you will see that it shows 1 submitted
timesheet. You have the option to View, Approve or Reject the timesheet

5. If you click on view the timesheet it will take you into the full timesheet where you can
check hours worked, comments and the notes box. If you are happy with the timesheet
press approve

6. You will then see confirmation at the top of the screen that the timesheet has been
approved

7. If you want to dispute the hours click on reject and fill in the ‘Timesheet Rejection’ box
with the reason why and how you would like the temp to resubmit their timesheet

8. You will then be taken back to the home screen to show that you have one rejected
timesheet. The temp will then receive notification that their timesheet has been rejected
to action. They will then have to submit a new timesheet for your authorisation

9. If you have more than one temp worker you will see the submitted timesheets on the
same screen

10. Once you have actioned all your timesheets you will see all approved and rejected
timesheets and that there are no outstanding timesheets to action

11. You will receive an email notification every week once your temp has submitted their
timesheet for your authorisation
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12. You will receive a reminder close to the deadline of 10am on a Tuesday morning to ensure
that the temps timesheet has been authorised on time. If it is not authorised by 10am on
a Tuesday the temps pay will be delayed by 1 week
13. If you do miss the deadline both you and the temp will receive notification
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14. If you have any queries regarding this please do not hesitate to contact your Temp
Consultant – 01442 600100

