iTiro Site - Client Guide
Logging In to iTiro
When you click on the link to the iTiro site, you will see the following screen:

Enter your User Name (email address) and Password.
You will then be looking at the following screen:

This screen allows you to see how many timesheets you have that are Pending Approval, In Dispute and Approved.
You can also change your password from this screen.
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Viewing and Approving a Timesheet
To view and approve timesheets, click on the orange “Pending Approval” icon and you will see your list of
Timesheets pending approval at the top of the screen (see below). The “Status” column shows you which
timesheets have been filled in by the Worker and submitted for approval (Status=Pending Approval) and those
timesheets that are still waiting for the Worker to complete them (Status=Unsubmitted).

Click on a timesheet and the system will take you in to see the Timesheet details (see below).

This will allow you check the times or hours the Worker has entered. You can use the scroll bar to scroll down to
the bottom half of the screen to see other days that have been filled in (see below).
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You can approve the timesheet by clicking on the “Approve” button (bottom right). This will then allow the Agency
to download the timesheet into its payroll and billing system.
If you disagree with the times or hours the Worker has entered, click on the “Dispute” button (bottom left). You
will then be presented with the following screen:

Fill in the notes with an explanation of what you think is incorrect on the timesheet. When you then click on the
red “Dispute this timesheet” bar, an email will be sent to the Worker informing them that you have disputed the
timesheet and the notes you have entered will be included in the email to explain why. An email will also be sent
to the Agency informing them of the dispute.
The Worker can then look at the timesheet again and re-submit is for approval.
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