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Submitting a timesheet for authorisation via Upload Image Only option in the 

candidate portal 

When the Upload Image Only authorisation option is selected, the candidate will not need to individually 

submit their completed timesheet. This option is relevent to clients that require their candidates to upload 

image of a third-party timesheet, for example a spreadsheet (the file must be a PDF however)

 

To submit their timesheet for verification, they will need to select the upload a document option, as 

highlighted. If they attempt to submit the timesheet they will be given the following error message. As there 

is no authorisation needed with the upload image only option. 

 

 

Uploading and submitting timesheets via the 

candidate portal 
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When the candidate selects Upload a document, they will be given the following screen 

 

From here they can browse for the relevant file and select upload 

 

Once the file has been uploaded, the status of the timesheet will change to Awaiting Approval 
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From here the candidate will be able to download a copy of the image that they uploaded for approval. 


