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Log In To Portal  
 
We recommend you use the Desktop Version with Google Chrome internet browser where possible for easy 
navigation of the program 

 
1. Use this link to access your portal:  
 
https://intowork.fasttrack360.com.au/RecruitmentManager/index 
 
2. Enter the username, which has been emailed to you 
 

  
 
3. On your first login you will be required to create a password  
 
4. Once logged in you can view your portal where you can view & update the following:  
 

 
 
To edit select the ‘Edit’ button on the right hand side of your screen  

 Personal Details  

 Security Questions 

 Change Password 
 
You can view the following from your portal:  

 Invoices 

 Timesheets to be approved 
 
 
MOBILE VERSION  
We recommend you use the Desktop Version where possible for easy navigation of the program 
 

NOTE: The mobile version is not an App it is just the same website with a mobile desktop view  
 

https://intowork.fasttrack360.com.au/RecruitmentManager/index
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Timesheet Submission Cut Off Times  
 

 Timesheets must be ‘SUBMITTED’ by W&T Employees by 10am Monday for the previous 
week of work. 
 

 They can submit their timesheet on Friday for that working week. (THEY MUST NOT Submit 
too early in case they are sick etc. and need to change their timesheet after submission)  
 

 Timesheets that have not been ‘SUBMITTED’ by 3.30pm Monday will expire and you will 
need to contact your business consultant directly to organize the restore of the timesheet for 
entry.  

 

 Timesheets must be ‘APPROVED’ by Host Supervisors by 10am Tuesday for the previous 
week of work.  
 

 Failure to meet these requirements could result in late payment of wages. 
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Time & Attendance – Timesheets  
 
1. To find timesheets select ‘Time & Attendance’ then select ‘Timesheets’ in the left navigation bar 
 

 
 
 
2. You will then be able to search each stage to find timesheets  
 

 Available – Timesheets available for entry by W&T Employee 

 Incomplete – Timesheets that have been edited by W&T Employee but not submitted yet  

 Rejected – Timesheets rejected by either Supervisor, Payroll or W&T Staff  

 Submitted – Awaiting approval from Supervisor 

 Historical – Have been cleared for processing by payroll  

 Expired – Expired as candidate didn’t need to enter the timesheet  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

7 
 

Version 1 18/07/2019 
 

Approving a Timesheet  
 

1. Once logged into portal select Time and Attendance (I have highlighted in yellow on 
screenshot)  

 
 
 
 
 
 
 
 
 
 
 

 
2. Once in time and attendance select the submitted button (I have highlighted in yellow on 

screenshot) All other tabs are the trainee/apprentices responsibility.  
 
 
 
 
 
 
 
 

 
3. Click on any of the writing of the timesheet in submitted and it will take you to view his 

timesheet  
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4. Once in the timesheet you can view and then approve or reject if necessary 

Please check the following:  
 

 Total Hours for the week are correct 

 Attendance Types are correct and you approve of any leave requested  

 Medical Certificates or Leave Application Forms are attached to timesheet in 
‘Documents’ 
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Rejected Timesheets  
 
1. If a timesheet has been rejected by a supervisor the employee will get an email notification and 
will need to go into their timesheet to make relevant adjustments and re-submit for your approval.   
 

 
 
2. The employee will get an email notification as per the below:  
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Attached Documents – Medical Certificate/Annual Leave Form 
 
When they submit a timesheet, which has either Personal Leave (sick leave), or Annual Leave 
entered in attendance type, they are required to attach any corresponding forms (Leave application 
form, Medical Certificate) into attachments for proof of eligibility.  
 
 
1. In their timesheet scroll down to ‘Attachments’  
 

 
 
 
 
    
 


