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Timesheet Portal 
User Guide 

 
This guide describes how to submit timesheets through Timesheet Portal. 

 
Timesheet Portal Access 
 
To access Timesheet Portal, use your Internet browser to navigate to the following address: 
https://gracepersonnel.timesheetportal.com 
 
Use your email address to log in. If you have not received an email with your generated password, you 
can request your password to be sent to you from the login page, by clicking on the “forgotten your 
password” link below the Log In button. 
 
If you are logging in for the first time, you will have to accept the terms and conditions before you can 
start using the system.  

 
Accessing the timesheets section 
 
Once you are logged in, you will need to navigate to the ‘My Timesheets’ page. This can be accessed 
by clicking on Timesheets in the left-hand navigation bar, and then clicking on the My Timesheets link. 
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Filling in your timesheet 
 
Below is a screenshot of a typical timesheet screen.  
 
If you have an active job assigned to you, you will be taken to a blank timesheet ready for you to 
input your start time, finish time and breaks for the current week (please check the week).  
 
E.g 1 hour break = 01:00 / 30 minute break = 00:30.  
 
Please use the 24-hour clock and record time to the nearest 15 minutes as shown in the example 
below.  
 

 
 

Saving & Submitting 
 
Once you have entered your hours into the timesheet you can either “Save Draft” if your timesheet is 
not yet complete or “Submit” to submit your complete timesheet for that working week to be 
approved.  
 
Before submitting, please ensure you have selected the correct approver in the bottom right hand 
corner. Your timesheet may only show one approver in the approver drop-down, however in some 
circumstances you may be required to choose who approves your timesheet.  
 
Please ensure you complete a timesheet for every working week you work and submit your hours by 
18:00 every Friday in order to make the cut off for payroll the following week.  
 
For any issues submitting hours please contact the team on 01628 627222 or 
temps@gracepersonnel.com  
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