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HOW TO
SUBMIT YOUR
MONTHLY
TIMESHEET
Timesheet submission
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It's essential that you submit an accurate monthly
timesheet on the first day of each month for the previous
month (e.g. if you want to submit a timesheet for April,
submit on the 1st of May.)
You must not submit later than the 5th of each month).
You will receive automated emails to remind you of this
when the current month is drawing to a close, but please
put a reminder in your diary to do this as well.
Failure to submit timesheets may result in a late payment
from us (if you are tutoring for a school client) and any
tutors who are late to submit timesheets for multiple
months will be removed from the books.
You will only need to submit a timesheet if you have active
clients (even if you haven't done any lessons with them for
the month, see page 4)
Here are some step-by-step instructions to show you
how to do this:

1. Go to your 'lessons' tab on your Agency Branch profile
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2. Click 'add lessons'. This is also available as a short-cut on
the home dashboard as well

3. Click the drop-down box next to 'select job' and choose the
client that you would like to submit a lesson for
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4. Here you can add lessons that you have completed, or
lessons that you are going to do in the future, with the date
and hours. We recommend that you submit each lesson as
soon as you have completed it to ensure you keep track of the
hours you have taughtYou should also add the student
names. Remember to click 'save lesson' when you are done

5. If you have an active client, but you haven't done any
lessons with them for the month, you must confirm email us
explaining why there are zero hours submitted that
month.
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8. Once you have added all of your hours and lessons, you
must submit your timesheet by clicking the 'I confirm that I
have added all lessons for X'. This will be visible on your
Dashboard on the first day of the month (e.g. if you want to
submit your April hours, you can submit on the 1st May)

If you have finished tutoring with a client, please ensure to
remove them from your profile. This ensures we keep track of
our active clients and will also mean you won't have to submit
future timesheets for the job. Jobs can also be made dormant
if you are not tutoring the client for an extended period of
time. Please contact us if you would like a job to be made
dormant.
To remove yourself from a job, click on the 'jobs' tab on your
dashboard, then and click the job you would like to remove,
and then click 'end job'.

