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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Step 4: Find the session you want to upload a work plan for and click onto it
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Step 5: Scroll to the bottom to view the work plan, then click the pencil to edit
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Step 6: The screen will now open for editing, complete all sections of the work plan then save
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Step 7: Check that the work plan finalised box is ticked, if not you have not fully completed the work plan,
click the pencil again to continue editing
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Step 8: You can now submit the timesheet, click the timesheet reference number
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Step 9: Click submit

18} 1sm-02782171

TEM-027821T1 Univarsity of Liverpool

Emplove
Randstad Worker MNotetaker
261072022 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.




