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Timesheet Submission 
 
 

 

 
 
Step Action 

2. In “Select a different week ending date” drop down field, select the W/E 
date that you require 

 

Step Action 
1. From the Hays Connect Homepage, on the top left hand side of the screen, 

click on  
“Submit Timesheets” and then “Submit/Amend Timesheet” 
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Step Action 

3. In the grid first row TRC Premium add  the units that you require in the grid 
for the days of the week that you require. If the worker is on an hourly rate, 
the worker will need to complete how many hours they have worked on 
each day. If the worker is on a daily rate, they will need to write either 1 (ful 
day), 0.5 (half day) in each day.  

 
 
Step Action 

4. Check the tick box - I have read and accept the Terms and Conditions 
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Step Action 

5. Under “Primary Approver” check that the approver that you want to send 
the timesheet to is checked

 
 
Step Action 

8. Click Submit 
 
 

 

 
 
 
 
 
 
 
 
 

Step Action 
9. Click ok 


