
Guide for Smith & Reed Timesheet Portal 
 

Logging in and getting started 

 

You will have already received your Userid and Password via email. (Please do not copy and paste 

your password into the login page, as it will not be accepted). 

 

 

 

Great you are all set up!  

Once you have logged in you will see a screen similar to below: 

 



Authorising Timesheets 

 

You will see there are various elements in coloured sections for timesheets: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Incomplete Timesheets 
These are timesheets that the worker has not yet 

entered hours into. 

Un-authorised Timesheets 
These are the timesheets that you need to check and 

authorise. 

Authorised/Ready 
These are timesheets that have already been authorised 

ready to be paid/billed. 

Processed Timesheets 
These are the timesheets have that have been actioned 

and the worker paid, and the invoices raised. 



To authorise a timesheet click on the Un-authorised button: 

 

-  

 

This will then open a screen similar to the below 

 

 

 

There are 2 items highlighted at the top left: 

 

1) An arrow to expand the screen as above 

 

2) The second is a tick box 

 

Once you have confirmed you are happy with any hours that have been entered tick the box and 

click on the Authorise button (top left) 

 

At this stage you can change the order number for the timesheet and also the invoice which will be 

created 

 

To query the timesheet, press the query button and enter a message which will be sent to the Smith 

& Reed payroll department. 

 

When finished click back on the home button (top left of the web screen)  

 



Viewing & Downloading Invoices 

 

From the side panel Click ‘invoices’ and ‘download’ : 

 

 

 

 

 

Click the arrow to expand your view, this will show all timesheets & workers related to the invoice: 

 

 

 

 

To download as a pdf press the download button on the right hand side 

 

 

If you have a query with an invoice please message our finance department via the ‘Contact Us’ 

Page or email us at finance@smithandreed.co.uk  

 

 

 


