OYSTER TIMESHEET PORTAL GUIDE

You will have received a welcome email from ‘noreply@mail.timesheetportal.com’, with your login name and password.
Either click on the link or type in the link as below:
1. Type in https://oyster.timesheetportal.com

2. Type in your log-in details and press ‘log in’. If you don’t remember your password, click ‘forgotten your
password’ link. The finance department can you reset your password if needed, however they will not know
your password.
3. Either click on my timesheets from the home menu, or click on timesheets (next to home)

4. Select the correct week by using the arrows on the Top of the timesheet. You can also use the calendar on
the left of the screen. Please note it will default to the current week the date is on, so you will more than
likely need to go back one week. We cannot pay timesheets dated in the future, whether it’s been approved
or not.

5. Enter your hours in to the timesheet, and add miles/expenses if required. If you cannot see the mileage or
Other Expenses, please speak to your consultant or finance department to get this added. Expenses must be
pre-approved before we can add these. If you get paid a higher rate for working on a Saturday or Sunday,
please enter these hours in the Saturday or Sunday box (below the normal hours). This will activate the
additional rate
6. At the bottom of the page, you can now select your approver for this timesheet. If your approver is on
holiday, select your agreed secondary approver, or if not listed, contact your consultant.
7. Once you are happy with your timesheet, press submit. If you don’t want to submit the timesheet, you can
save your progress, but must come back and press submit in order for it to be approved

