HOW TO SUBMIT A TIMESHEET
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How to submit Timesheets as a Contractor

To log and submit time, login to the account using the credentials provided to you, if you have any queries, please
email payroll@thefisergroup.com.

Once logged in, head to Timesheets on the left-hand menu panel, then My timesheets. There, you will find any
placements you've been assigned to along with the ability to view/create a timesheet for those placements based on
the units. From the screenshot below, we can see the unit is measured in hours, therefore the contractor assigned to
this placement would need to enter the number of hours worked per day.
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How to submit Timesheets as a Contractor cont.

Contractors can also add notes, attach supporting documents and view a history of this timesheet using the menu
buttons highlighted on the top-left of the timesheet interface and once all relevant details have been entered, the
contractor can choose to save this timesheet as a draft before submitting or going ahead with submission to the
timesheet approver.

Upon submission, the approver will receive an email to either approve or reject this timesheet and the contractor will
also receive an email once the timesheet is approved or rejected. The Timesheet Management page will also provide
contractors with an overview of previously submitted timesheets along with their various statuses.
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Key contacts at FISER

If you have any queries at all, please do reach out to us:

The FISER Group Payroll Team
E: payroll@thefisergroup.com
T: +44(0)20 3145 3342
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