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Submitting a timesheet through the timesheet portal  

 Welcome to MPi’s online time sheets.  The following instructions will assist you when 

you submit your timesheet online through our portal. 

 

 You will be sent a Username and Password via email to log into the portal to 

enable you to submit your timesheet. The email you receive will look like the one 

below and will be sent to you when we set you up in our system.   

 

 

 

1.  Click on the link to login to the portal. 

2. Enter the Username and Password provided at the bottom of the email). 
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 The login page will look like this.  Login with your Username and Password provided 

in your email. 

 

 

 When you login for the very first time you will prompted to change your password.  

Change your Password and keep it safe.  Continue. 
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 Click ‘Enter Timesheets’ 

 

 The following timesheet will appear.  Enter the hours worked for that week and any 

breaks (if applicable).   
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 The completed timesheet with breaks will look similar to this. 

 

 

 Click Save.  (You can edit your hours but ONLY before it is submitted).  You can do 

this after you save your timesheet but not after you submit). 
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 Check that all days & times are correct, then click ‘Submit’.   (You can edit your hours 

but ONLY before it is submitted by clicking on ‘Edit’ at the bottom).   

 

 

 The Status will show ‘Submitted’ 
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 Log out of the timesheet portal. 

 

 If your Timesheet has been rejected for any reason, you will get an email alert telling 

you that you will need to login again and re-submit your timesheet. 

 

 Follow the instructions from the beginning to re-submit. 

 

 Please complete and submit your timesheet by 10am every Monday. 

Tiŵesheets ŵust ďe suďŵitted ďy ϭϬaŵ eǀery MoŶday for proĐessiŶg oŶ Tuesday’s.  Our pay ǁeek 
runs from Monday to Sunday.  Any questions regarding your timesheet please contact Carly on 9426 

1520 or payroll@miningpeople.com.au 
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