
 

CONTRACTOR GUIDE 
 

Your username is [[username]] 
 
A new password will be sent separately, please login here to create and submit your timesheets 
and to change your password to something memorable.  
https://timesheets.interquestgroup.com  
Do not hesitate to contact us if you have any questions or queries regarding inTime  
 
Thank you 
InterQuest 

 
Log in page is displayed as below:- 

 
 
 
 
 
 
 
 
 
 

https://timesheets.interquestgroup.com/


 

Your home page will display your current placements; your details; recent timesheets that you can 
create; recent expenses if you are allowed to submit expenses as per your contract; invoices & 
credits notes and remittances. 
 

 
 
To create a timesheet:- 

1. From the menu bar, select Timesheet > Create 

 
 

2. Alternatively timesheet can be selected via the home page dashboard and click Create 

 
 



 

3. In the Select Placement area, click on the drop down in the placement field to select your 

placement. 

 
4. In the Timesheet Period field, select a date that falls within the date range that you are 

entering your timesheet. For each day in the timesheet, fill in the appropriate details. The 

fields that you see will vary depending on how your placement has been set up; ie are you 

on a daily rate or hourly rate; do you have overtime and weekend allowance. 

 
5. A typical timesheet might look like this: 

 

 
 
The fields are explained in the following table: 
 
 

Field Applicable When Description 

Start Rate is set to Time & 
Hours 

If you selected an hourly rate, then specify your start time: for example, 
08:00. 

Rate Always Select your contracted rate from the list: for example, Day Rate or Basic. 
The totals for each rate are displayed in the Rate Information area at 
the bottom-right of the screen.  

Hours Rate is set to Hours Only If you selected an hourly rate, this field displays the number of hours 
worked based on the values in the Start, Break and End fields. 

End Rate is set to Time & 
Hours 

If you selected an hourly rate, enter your finish time. 

Decimal Rate is set to Decimal or 
Tickbox 

If you selected a day rate, you can enter either '1' if you worked a full 
day, or '0.5' if you worked for half a day, or 2 if you worked a double 
shift, and so on. If the rate is configured as tickbox entry then this will 
be a tickbox. 

Date Always The date for which you want to enter the hours that were worked. 

Comment The Comment 
Enabled field is ticked on 
the corresponding rate 

Enter any additional information relating to the timesheet entry. 



 

Field Applicable When Description 

Break Rate is set to Time & 
Hours 

If you selected an hourly rate, specify the total duration of breaks 
during the day. For example, if you had an hour break for lunch, you 
would enter 01:00. 

 
Tip: If you fill in a row for one date, and you worked the same hours for the next day too, you can 
click the green Copy Day arrow at the end of the row to automatically fill the next row in with the 
same information. 

6. If you need to attach a paper version of your template to your submission, use the Paper 

Upload section to browse for, and select the PDF from your computer. 

 
7. You can click Save as Draft at any point while filling out your timesheet. When you have 

finished and you want to send the timesheet for approval, click Save and Submit. The time 

will have the status Submitted. (NB those contractors on a monthly 445 week schedule 

will have to complete weekly timesheets and save them to draft until the final week is 

completed when all 4/5 weeks are submitted together for approval.  If you submit your 

timesheet weekly and your manager doesn’t approve it within 3 days – it will be rejected. 

This is only a temporary measure as we will have a 445 week monthly timesheet available 

soon). 

 
How do I edit a timesheet? 
 

8. You can edit a saved timesheet up until the point it has been submitted.  Locate the 

timesheet using one of the options from the Timesheet menu, e.g. Search, Margin or 

Draft.  Click on the timesheet number to open the edit page. 

 
How do I download a copy of my timesheet? 
 

9. You can download a submitted timesheet by clicking the Download as PDF button at the 

bottom of the timesheet page. 

 
My Line Manager is unable to authorise my timesheet on line or I require a manual 
approval? 
 

10. Download and print a copy of your completed timesheet to be manually signed. Once signed 

upload the scanned document to your timesheet OR email the timesheet to your payroll 

email address ( see InTime introduction and Contact List) 

 
 
 
 
 
 
 

http://documentation.in-time.co.uk/display/ds/Margin+Reporting


 

 
 
 

 
 
 
Entering Expenses 
 

11. If it has been agreed in writing within your contract or by your line manager that you are 

allowed to submit expenses, you can either submit expenses claims on line when submitting 

your timesheet or independently. 

To Claim Expenses 
12. Either: a. Create and submit a timesheet (or search for a previously submitted timesheet), 

then, on the Timesheet screen, click Related Expenses; or b. From the menu bar, select 

Expenses>Claim 

 
13. The Create Expense Claim page is displayed. 

The unshaded, white fields are the fields into which you can enter information. The values in 

the shaded fields are are automatically calculated, based upon the expense category that you 

select: 

 
 
Tip:  You can add some additional information to the top of the screen using custom text to 
provide information about your expense claim policy for example.  The custom text type to 

http://documentation.in-time.co.uk/display/ds/Custom+Text


 

select in the drop-down is Web Entry Expenses 
 
 
 
 
 
 
The fields on this screen are described in the following table: 
 

Field Description 

Category The type of expense that is being claimed. For example, this could 
be mileage, food, or entertaining. 
The fields that you can enter information into will depend upon 
the category that you have chosen. For example, if there is a 
category called ‘mileage’, the Unit Net Rate field would, typically, 
be pre-populated with the amount that can be claimed per mile. 
You would then enter the number of miles that are actually being 
claimed in the Units field. 

Copy This will duplicate the information in the current row to the row 
below. In the new row, you will still need to select the receipt date. 

Currency The currency in which the expense was incurred. 

Description Optionally, enter a description of the expense category. 

Gross The net amount being claimed, plus sales tax. 

Net The calculated cost of the units at the unit net rate. 

Receipt InTime does allow the uploading of electronic copies of paper 
receipts. This is a configuration option. Please contact the 
customer support team for more information. 

Receipt 
Date 

The date for which the expense type is being claimed. You can only 
select a date within the time period for which you are claiming 

Remove Remove the information in the current field. 

Sales Tax The applicable sales tax. 

Sales Tax 
Rate 

The applicable sales tax rate. 

Unit Net 
Rate 

The rate at which the units are claimed (for example, the mileage 
rate; or the overall cost of the unit being claimed, such as a 
sandwich or a bottle of drink). 



 

Field Description 

Units The number of items claimed, such as items of food; or the 
number of miles claimed. 

 
14. To attach a scanned version of a paper copy to the expense claim, use the Paper Upload 

section to browse for, and select, a file from your computer. 

 
15. To save your expenses claim, click Save. 

A summary of the draft expenses claim is displayed. You can still edit the claim by 

clicking Edit. 

You can also access the draft expenses claim from the menu bar, by 

selecting Expenses>Drafts 

 
16. When you are ready to submit the draft claim for approval, click Submit. 

The expense items are submitted for approval. 

 
 

IF YOU STILL HAVE ANY QUERIES PLEASE DON’T HESITATE TO CONTACT US. 

PLEASE GO TO THE INTIME INTRODUCTION AND CONTACT LIST. 

 
 


