
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

How to Use the A for Appointments 
Online Timesheet System 
Advice for Clients. 

1 
You will receive an email informing you that a 
candidate has submitted their timesheet. 
You can then click the link to view the timesheet and 
approve or reject it. 

2 
The link should bring you to the client login page on 
the A for Appointments website. 
Enter your email address and password to log in.  
(You should have been sent a password by email, if 
you have not received this yet please contact us) 
Click Login. 
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3 
Once you have logged in you will see the 
processed timesheet ready for you to authorise 
or reject. 
Check the details. 
 

4 
If all the details are correct click ‘A pprove T imesheet’. 
If there are any errors click ‘R eject T imesheet’. 
Rejected timesheets will be returned for the candidate 
to  re-check and process again. 
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5 
You will then be informed that the timesheet has been 
approved / rejected and a confirmation email will be sent 
out to you. 
An email will also be sent out to the candidate informing 
them that it has been approved, or if it has been rejected, 
asking them to re-process it. 

 
 

6 
Once approved / rejected you can click back to your 
list of timesheets, view current contracts, add/edit jobs, 
edit details or simply log out. 


