Step 1: Log into the community and click on the overview sessions tile
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Step 2: All of your sessions will be displayed, click on a column header to change the order
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Seasion N... T Sassion Start v n End v  SessionType v | Student v | Work Pla Missed Time Sheet
250 27/06/2022.12:00 27/06/2022. 14 Face to face e TSM. 5 v
0261 06/06/2022. 13:00 4:00 Face to face o T -
000262 07/06/202 o 00 2 = Page SM 82 v
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Session Na. ~

5-000261

Sesslon Start T
06/06/2022, 13:00
07/06/2022, 13:00
13/06/2022, 08:30
20/06/2022, 13:00

21/06/2022, 14:00

Session End

06/06/2022, 14:00
07/086/2022, 13:00
3/06/2022, 12:00
20/08/2022, 15:00

21/08/2022, 15:00

Session Type

Face to face

Virtual

Face 1o face

Face to face

Virtual

~

Student

Charlotte Page
Charlotte Page
Charlotte Page
Charlotte Page

Charlotte Page

w | Waork Pla.. s« Missed ... ~ J Time Sheet w

TSM-02777882

TSM-D277T7882

Step 4: Find the session you want to mark as missed and click onto it
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Session Neme v | Seaslon Start 4 Sesslon End n Type | Student w | Work Pla.. » | Missed .. ~ | Time Sheet
05/05/2023, 10:00 05/0%/2023 100 Face to face Randutad Student TEM.02782146
28/04/2023, 16:30 28/04/2023,17:30 Face to face indatad Student TSM-.02782163
S-00 28/04/2023,10:00 28/04/2023 11:00 Face to face sndata

£-002333

21/04/2023, 16:30

21/04/2023, 17:30

Face to face




Step 5: Click the pencil next to missed session
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-

Step 6: Tick the missed session box, select the reason for the missed session then save

Step 7: You can now submit the timesheet, click the timesheet reference number
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Step 8: Click submit

84 1sm-02782171 Submit

TEM-027821T1 University of Liverpool
Randetad Worker Notetaker

26/10/2022 26/10/2022

The timesheet will now be sent for approval, you'll receive a notification when it's approved or rejected.

If your timesheet is rejected, please speak to your randstad contact.



