
Guide to 
submitting 
timesheets
PAYE, Umbrella, LTD & 
Deemed (Desktop)



Ltd
Desktop

Guide to submitting 
timesheets



After logging into your InTime portal, you’ll see the Recent Timesheets table on your 
dashboard. It shows a summary of your last 10 timesheets.

Recent Timesheets on Dashboard



• Missing: Timesheets that should be received during a specified date range but 
have not yet been created.

• Draft: Saved but not yet submitted. 

• Submitted: Created and submitted for approval. *Submitted timesheets cannot 
be modified so please ensure the details are correct before submitting.

• Approved: Approved by your manager for payment.

• Rejected: Rejected by your manager. This is usually because of incorrect hours 
or expense lines. The manager may have provided a comment as to why the 
timesheet was rejected. Once rejected, the timesheet becomes a draft for 
editing and resubmitting. 

Timesheet Statuses explained:



To create a new timesheet, you can either select the Create link next to the applicable timesheet in 
the Recent Timesheets table.

Creating your timesheet:

Or hover over Timesheets in the top menu bar and select Create.

If you choose this option, you’ll be prompted to select the placement and the relevant week-ending date.



The page is divided into 3 sections: 

Timesheet Layout:

Timesheet: 

a blank form where you 
can enter your hours. 

Paper Sheets

where you can upload any 
supporting documents

Rate Information 

a list of available rate types 
for the selected period



Entering your rate pay type:

Entering Units
Hourly rate: Enter the 
total hours worked per 
shift in the Units fields.
Daily rate: Enter the 
number of days in the 
Units field.
For partial days/hours, 
use the decimal 
equivalent (e.g., 0.5 for 
half a day or 0.25 for 15 
minutes).

Tip: If you have previously submitted timesheets with the same shift details you can utilise the Copy From Previous button. 



Entering your rate pay type:
Entering Start, Break & Finish Worked (hourly rate only)
Start: Enter the continental time the shift started i.e. if 8am = 08:00
Break: Enter the total break time in hours i.e. if 45 minutes = 00:45
Finish: Enter the continental time the shift finished i.e. if 5pm = 17:00

Hours will show the total 
hours calculated from your 
entered time, ensure this is 
correct prior to submitting

Tip: If you have consecutive days with the same shift details you can utilise the green Copy button. Ensure to click the button for the 
shift you wish to copy, this will then be duplicate on the date row below. 



Entering your timesheet:

Click anywhere in the rate 
box to display the drop 

down list.

Select the correct rate.

Click the green + to add a 
new row to the same date, 

allowing entry for additional 
time against a different rate.

Follow the previous steps for 
each new rate selected.

Enter the unit, hours or start, break, finish 
values available for your shift. Not all 

fields will require input.

Enter additional relevant information 
such as comments in the available fields.

Click the correct date.



Once you have checked all the details are correct, you have added any relevant comments and are 
ready to progress to timesheet approval, click the Save And Submit button.

Entering your timesheet:

If you are not yet ready to submit your timesheet for approval, you can click the Save As Draft button allowing you to come back to 
it later and add further details or shifts.



To edit a draft timesheet created previously, you can either select the ID link next to the applicable 
item in the Recent Timesheets table.

Editing Draft timesheets:

Or hover over 
Timesheet in the top 
menu bar and select 
Draft.
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Entering Units and Hours:

Entering Units & Hours Worked

Hourly rate: 
Enter the total hours worked per shift in the 
Units & Hours Worked fields.

Daily rate:
 Enter the number of days in Units and the 

total hours worked that day in Hours 
Worked. For partial days, use the decimal 

equivalent (e.g., 0.5 for half a day).

How you enter Units depends on whether the rate selected is hourly or daily. If you’re unsure, check the Rate 
Information table at the bottom of the page and verify the Period for the rate you want to use.

Enter both Units and Hours as decimal 
values (e.g., 7.5). The Hours field will 

automatically convert the decimal into 

the correct time format.

Tip: If you have previously submitted 
timesheets with the same shift details you can 
utilise the Copy From Previous button. 



Entering your timesheet:

Click anywhere in the rate 
box to display the drop 

down list.

Select the correct rate.

Click the green + to add a 
new row to the same date, 

allowing entry for additional 
time against a different rate.

Follow the previous steps for 
each new rate selected.

Enter the units and hours values available 
for your shift. 

Enter additional relevant information in 
such as Comment in the available fields.

Click the correct date.



To edit a draft timesheet created previously, you can either select the ID link next to the applicable 
item in the Recent Timesheets table.

Editing Draft timesheets:

Or hover over 
Timesheet in the top 
menu bar and select 
Draft.



Still have 
questions?
Email us at 
agencypay@gattacaplc.com 
or call on 01489 884320.

mailto:agencypay@gattacaplc.com

	Slide 1: Guide to submitting timesheets
	Slide 2:  Ltd Desktop  
	Slide 3
	Slide 4
	Slide 5
	Slide 6
	Slide 7
	Slide 8
	Slide 9
	Slide 10
	Slide 11
	Slide 12:  PAYE/ Umbrella Desktop  
	Slide 13
	Slide 14
	Slide 15
	Slide 16
	Slide 17
	Slide 18
	Slide 19
	Slide 20: Still have questions?

