
 

 

New Candidate profile 

 

In the first instance you will receive an email to create a password for your profile. 

------------------------------------------------------------------------------------------------------------------------------------ 

Dear (Candidate), 

 

A new account with the username (Username) has been created for you on the (AgencyName) 

portal. Please complete the account creation by confirming your account and setting your password 

by going to (Link) 

------------------------------------------------------------------------------------------------------------------------------------- 

After login to this is the page, you will see below. 

 

Candidate home page 

 

 

If you are using online timesheet method, you can enter your hours in the ‘Manage Timesheets.’ 

section 

Open timesheets awaiting hours select ‘New’ next to the correct weekending 



 

Entry using total hours/days as below. Then submit and this will be sent to your approver to action 

and approve. 

 

 

 

Candidates view of payslips.   You will have received an email but also by logging into your account 

you can review prior documents if needed by selecting the Ref. 

 


