Using SPRINT
1. Completing a Timesheet
1.1. Logging In

When your account is first created in Sprint you will receive a welcome email. Click the link contained in the email to access Sprint for the first time. You will need to enter your username and temporary password. You will then need to choose a permanent password for future use.
1.2. Accessing your Timesheet

After you have successfully logged in you will enter the Candidate Menu -
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If you are currently in an assignment, you can create a timesheet by 

selecting the appropriate week ending date from the drop down menu.
If you have previously created a timesheet and you now want to enter some more hours, you can select the timesheet you want from the second drop down list.

When you click the Go button, your timesheet will load.

1.3. Entering Hours

You can now enter your hours. You can enter your hours on a daily basis and save the timesheet after entering each day's hours or you can enter all the hours at the end of the week and send the timesheet to your Line Manager (see below).
You need to enter a start time, an end time and your lunch break. Use the 24 hour clock for start and end times. Use decimals for the breaks, e.g. .25, .5, .75, 1, 1.5, etc.
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Assignment Number: TEST100008
Please use the 24 hour clock when entering your start and end times.
For example, 09.00 and 17.30 etc.
Start time Endtime. Breaks
(eg.08.00)  (eg.17.00)  (Hours,e.
S (oo 00.00 0
SURGE Y ] 00.00 0
L (oamo 18.00 5
UESaV T ] 18.00 5
Lo (oam 18.00 5
S os0o 18.00 5
Friday. 08.00 18.00 5

Save Send Timesheetto Line Manager





Click Save to close the timesheet if you have not entered 

all your hours.
Click Send Timesheet to Line Manager if you have fully completed your hours.


When you have completed your timesheet, you have to send it to your Line Manager for authorisation.

1.4. Completing the Timesheet and Managing Overtime
Before your timesheet is sent to your Line Manager, you have to check your total number of hours is correct as displayed on the screen and confirm if any of the hours you have worked are overtime hours.
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You are about to subimit your completed timesheet to your fine manager.
Please take a moment to check that the following information is correct.
Iyouneedto correct the timesheet, click the ‘return o timesheet” button.
Assignment Number: TEST100008
Week Ending: 2302107
Total Hours Claimed: 475
Please allocate any overtitme hours worke:
overtime thowrs: (0| overtime 2nours: 0| standaranowrs: 475
Retumto Timesheet ] [ Complete Timeshest
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If you are unsure how many hours to allocate to overtime 1 and 2, please check with your Line Manager or Step Ahead consultant. If you have not worked any overtime, leave the figures for overtime 1 and 2 as Zero.

If you want to change your hours, click Return to Timesheet.  Now that your timesheet is ready for authorisation, click Complete Timesheet.













