ONLINE TIMESHEET PORTAL

CANDIDATE USER GUIDE
Username
Password
Remember me

login
Forgot my password

Future Education Limited, is a company registered in England and Wales with company number 04262609.
Registered office: Howard House, 32-34 High Street, Croydon, CR0 1YB.

Welcome...
to the Future Family timesheet portal
As a result of feedback from our office temps, school supply staff and clients, we are pleased to
offer online timesheets as the preferred method of confirming and collecting evidence of temporary
placements that you have attended.

Our portal makes the process quicker and easier to create timesheets and get your hours approved,
at a time that suits you, whilst storing a record of all your timesheets for your reference. This user
guide is designed to provide you with the information you will need in order to submit your time
worked for approval whilst on assignment.Below are step by step instructions explaining how to use
our portal.

1) Once your assignment has been confirmed 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.

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.

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 timesheet and to submit your hours for the week just worked you will need to
click 'Not submitted' which will take you to a pre created timesheet created by the payroll team,
based on your predicted working hours/days.

If you prefer to filter even furhter the section below allows you to view timesheets based
on their status; "Not entered or submitted, submitted but awaiting approval and approved
finalised timesheets.
*

A majority of the time a timesheet will be created for you. If not it is really easy to use our
portal to create one. Simply click the purple "create a timesheet" button which will take
you to the below page. Enter the date you want a timesheet for, followed by create.

5) Click on the pen and paper symbol to edit your timesheet.

6) Under the units worked column, insert the number of days worked on that placement (0.5 is
used for a half day placement).

7) Next double check and confirm that the timesheet is correct before you send it for approval.
Click 'Save All' followed by 'Send For Approval'. The client school will then be contacted to
confirm/sign-off your timesheet, before your timesheet is processed by Future Education. Once
approved the timesheet will be recorded, saved to the database so you can review at a later
date and the records are updated accordingly at Future Education Ltd.

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 request the consultant that is currently working

with you, to help you find the appropiate work for you. This is not a requirement in the
process of approving a Timesheet and you are free to skip, if you are already aware of the
name of the consultant working with you.

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 Education. 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 managing consultant at Future Education changes
this on your behalf. Please call, or email your designated consultant to request this change.

