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Welcome...
to the Future Family timesheet portal
As a result of feedback from our office temps, supply staff and clients, we are pleased to offer
online timesheets as the preferred method of recording hours worked of temporary placements.

Our portal makes the process quicker and easier to approve your candidates hours, at a time that
suits you, whilst also storing a record of all the hours temporary staff have worked for you that you
have hired via the Future Group. This user guide is designed to provide you with the information you
will need in order to approve and at times even create timesheets for your candidates. Below are
step by step instructions explaining how to use our portal.

1) Once you have confirmed a booking with us and a candidate has
been assigned you will receive an email invite to login to our secure
online timesheet portal, providing you with a link to the portal itself
along with your username and password. Make sure you save this
password as it will remain the same for future bookings.

2) Click on the link to be taken to our online portal and login. After your first login you may
wish to change your password which can be done under settings.

3) Once you have logged in, you will be presented with three options. 'Timesheets', 'Consultant'
and 'My Account'. You will need to click on timesheets. Here you will have the ability to review and
approve, or edit timesheets that have been generated by workers who have worked for you via
us.

4) Once you are on the timesheet page, there you will see your timesheet history in brief. To view
all of your timesheets or if you ever need to source a particular timesheet from the past click 'All'.

To view your current timesheets awaiting your approval click "awaiting approval" under view by
status, which will take you to a timesheet completed by the candidate. On occassion if your temp
has finished their assignment or off sick you may be required to create a timesheet for them.

Please carefully check the information contained in the online timesheet(s) and if you are happy
that the entry is correct, simply select the tick box on the left-hand side of the screen and then
click the button in the bottom left-hand corner, marked ‘Approve Selected’

5) If the hours are incorrect you will need to edit the timesheet. To do this, please click on the pen
and paper symbol on the right hand side under the column "action". You will then see a page like
below, the "edit timesheet" page.

6) By clicking ‘Edit All’, you are able to amend dates and units (number of hours/days worked) set
out in the timesheet record.

7) To edit the hours type in the correct hours per day under the column "Units Worked". Once
amended, click on "Save All" then click "Approve Timesheet" button. The record is then saved
and the records are updated accordingly by our payroll team. If a day has been missed simply
click "Add New Row", select the date by clicking the calendar symbol and enter the hours
worked under the units column.

8) You can then sign out as the process is complete.

OTHER IMPORTANT FEATURES
As well as being able to submit your timesheet paper and hassle free, there are some other
features that may prove useful to you. In the future the portal will slowly become our central hub
and new features will be added.

My Consultant -

This page allows you to contact the consultant you have been working

with directly. Contacting your designated consultant is not a requirement in the process of
approving a Timesheet and you are free to skip.

My Account -

Here

you can see the
details registered
to the portal as well
as change them.
Your Username,
your email address
and your password
can all be changed
in this section.

Forgotten Password - A password can easily be reset by yourself, or by your managing
consultant at Future Group. To change your password, visit our online timesheet portal use
the link:

https://timesheets.futureeducation.co.uk
add your email address and click on ‘Forgotten Password’. An email will be sent to you
within a few minutes, giving you the ability to change it.

Alternatively, you can request that your our payroll team changes this on your behalf. Please
call, or email your designated consultant to request this change.

Reviewing candidates -

When approving Timesheets, you can also leave feedback on the

candidate’s performance during their time at your school. This can be found on the
timesheet page for a temporary worker, by clicking the drop-down menu ‘Performance’.

