Please read the guide, including the troubleshooting section.
If you experience issues, or have questions, relevant contact
details are given on page 2.
Please only use the email contact details given and do not
cc individuals as you will either be duplicating an existing
recipient of the distribution list for the specified address or
sending your email to someone for whom it is not relevant.
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Important: Re First Activation
You cannot activate your account using a mobile device.
Use the activation email you are sent on a PC/laptop.
Recommended browsers for use of iTempaid are Chrome, Mozilla or Firefox.
If on accessing iTempaid via a browser you see a blank/near blank screen, ensure
you have enabled Flash Player.
After activation on a PC/laptop, should you prefer to use a mobile device, you
can download the iTempaid timesheets app (please do not confuse it with the
iTempaid payslip app) from the Google Play/Apple stores.
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iTempaid Queries
If, after reading this guide, you have general questions or queries about iTempaid you can email
these to admin@stepahead.co.uk or call us on 020 7400 6260.
If you do not receive your activation email or it does not work, please call the Finance Team on 020
7400 6266 or email Finance@stepahead.co.uk
Do you have other queries?
If you have an invoice or other finance query, please contact the Finance Team using the contact
details above.
If your enquiry is not related to iTempaid and concerns temporary, apprentice or permanent
recruitment services, please contact your consultant.
If unsure who to contact, please email admin@stepahead.co.uk or phone us on the main office
number (020 7400 6260)
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Activating and Accessing Your iTempaid Account
Activating your iTempaid Account
If you are new to iTempaid, you will need to activate your account before you can use it.
You do this by clicking on the Activation Link we have sent you. Please contact our Finance
Team on 020 7400 6266 or by emailing Finance@stepahead.co.uk if you have not received
your Activation Link.
Clicking on the activation link takes you to a window where you need to enter a password.
The password is one of your choice but we recommend
that you use a combination of letters and numbers. You
will be prompted to enter your password a second time
to confirm it.
Your account will now be activated and you will be taken
to the normal login screen.

Once you have activated your account,
the activation link will no longer work.
To log onto your iTempaid account in
future, go to
http://www.iTempaid.co.uk/Clients

Log on to your iTempaid account
To log onto your iTempaid account in future, go to http://www.iTempaid.co.uk/Clients
Enter your email address and password where shown.
Now click the login button.
Step Ahead cares that our systems and your and our
Flexible Employees and Apprentices data are both
secure and GDPR compliant, so this takes you to an
identify confirmation screen.

To confirm you are the person named click “Continue”.
This will take you into your Timesheets.
If you are not the person named, please click ‘Log Out’
and contact us immediately (calling the Finance Team
on 020 7400 6266 or email Finance@stepahead.co.uk
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Guide to Icons and Buttons on your iTempaid site
Once you are logged in, you will see a screen similar to the image below which shows
your picklist of timesheets.
Exactly you see will depend on the configuration and modules Step Ahead are using but
also those which are applicable to you as our client.

UnTick All and Tick All
Untick/Tick all selects or deselects all the
timesheets in your current view.
The Invert button reverses the current
setting.
Filter and Remove Filter
Filter opens a selection screen where you
can filter the Timesheets currently being
shown to only those items that meet the
criteria you are interested in.
Remove Filter button removes any
currently set filters and reverts to the
default all items view
These options help you view data by







Only timesheets for a specific week
commencing or week ending date
range
Timesheet number range
Specific temp
Specific job
Specific status e.g. disputed,
unconfirmed etc.
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Export to Excel
Exports the items in your current view to
Excel.

Authorise and Unauthorise
Authorise Ticked allows you to authorise
all currently ticked items
Unauthorise Ticked allows you to
unauthorise all currently ticked items.
Click on a specific individual to view or edit details. This opens a new screen on which
there are further buttons and icons and these are described below.
Note that some options may not be relevant or available to you, i.e. those using our
standard timesheet process would not normally complete hours in the timesheet.

Back
Back will take you back one stage (to your
main page).
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Day to View and Week View
Each icon shows a specific date to view
with an All Week View icon at the end
(right-hand side).

Job Lines
Clicking on a job line presents you with an
entry box where you can view (or
complete) the details.
You can also copy the data to auto-fill the
same details into other days.
Click the cross to cancel your entry in the
timesheet line.
Click the tick to confirm your entry in the
timesheet line.
Authorise. Unauthorise or Dispute a Timesheet
Once you are satisfied that all
dates and times are correct
and the timesheet is
complete, click the Authorise
Timesheet button to authorise
the timesheet.

If you have made a mistake in
authorising the timesheet or
are entering hours and need to
make an amendment, click the
Unauthorise Timesheet button.

A timesheet must have been
authorised before Step Ahead
can process it for payroll
purposes.

If the temp has input their own
hours and confirmed the
Timesheet details, you can
inspect the Timesheet and click
the Dispute icon to dispute the
hours entered.
Any dispute raised must be
resolved before Step Ahead
can process the timesheet for
payroll purposes.
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Timesheet Authorisation Process: Standard
Most Step Ahead clients use our standard process where temporary staff have entered
their own timesheet hours onto iTempaid.
If we have arranged for you to enter timesheet hours on behalf of your Step Ahead temp,
please refer to the Timesheet Process described in the next session.

Once the temp has completed and confirmed (submitted) their timesheet, you can log
on, check the timesheet and either authorise it as accurate or dispute it as inaccurate.
You will be taken to the screen below showing all the currently uploaded timesheets.

Click into a specific Timesheet to see a breakdown of all the information entered – for the week
or for any specific day.

Simply click Dispute to dispute the timesheet or Authorise to confirm it as accurate and then
complete the confirmation window (see below).
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Confirming Authorisation
After clicking on authorise you will see a confirmation message, like that below.
Click on the T&Cs icon to view
our terms and conditions and
other information that we wish
you to be aware of.
After viewing this, click ok to
continue and you will be
returned to the authorise
confirmation window where
you can click OK to confirm the
timesheet is authorised or
Cancel if you have made a
mistake.
Disputing the Timesheet
If you are not happy to confirm that the timesheet is accurate clicked on the icon to dispute the
timesheet, you will see a message like this one below prompting you to confirm that.
If you clicked on Dispute in error, click on Cancel.
If you do intend to dispute the timesheet, click OK
and you will be prompted to give your reasons.
Type your reasons into the text box and click OK
when complete.
It is important to be as clear as possible in giving your
reasons as this helps to speed up the process of
resolving the issue.
We recommend that you also tick the Email Temp
box as this will usually be the best means of resolving
any disputed hours quickly. However, if you do not,
Step Ahead will still receive them and can address
this with the temp – however, this is not automated
and may thus result in delays.
On occasions, however, it may not be appropriate
and, for this reason, you are asked to confirm if you
meant to send the dispute email to the temp.
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A disputed timesheet will be given an updated status
as shown in the picture here.
Click on View/Edit Dispute Notes to remind yourself
of the basis of dispute or to edit this information,
with the option to email the update to the temp on
each occasion.

Confirming a previously disputed timesheet
Once the temporary has altered and
confirmed (submitted) a corrected
timesheet, you will receive a
notification of this.
You can now log on, check that the
alterations meet with your approval
and click on Undispute timesheet and
you will be asked to confirm that you
are sure.
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Timesheet Authorisation Process: Non-Standard
(For use only by clients entering timesheet hours on the temp’s behalf)
If we have arranged for you to enter timesheet hours on behalf of your Step Ahead temp,
the below describes the timesheet process for this.
Most Step Ahead clients use our standard process where temporary staff have entered
their own timesheets onto iTempaid; that process is described in the previous section.
When you log on, you will be taken to the screen below which shows all the currently
uploaded timesheets for completion.

Click into a specific Timesheet to open the details for that timesheet.
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Populate the timesheet
Double click on a line to open the edit/entry pop-up window.





Enter the start time.
Enter the end time.
Enter the total unpaid break(s) time (in
minutes).
Click save.

The number of hours is automatically
calculated.
Repeat for each line on the timesheet
until the week is complete.

Are the working hours and break
times the same on multiple days?
You can populate them using the
Copy Feature

Any day on which the temp did not work
(including any day on which they took
leave, bank holidays where the temp did
not work, sickness absence etc) must be
left at zero. Only working hours and
unpaid breaks within working hours should
be recorded on the timesheet.

Authorising Timesheets
Once you are happy all details have been
entered accurately, click the Authorise
Timesheet button.

After clicking on authorise you will see a confirmation message, like that below.
Click on the T&Cs icon to view
our terms and conditions and
other information that we wish
you to be aware of.
After viewing this, click ok to
continue and you will be
returned to the authorise
confirmation window where
you can click OK to confirm the
timesheet is authorised or
Cancel if you have made a
mistake.
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Dealing with Disputed Timesheets
Once you have authorised a Timesheet, the temp will be able
to see the details entered.

IMPORTANT:
Timesheets you have authorised
may subsequently be ‘disputed’ by
the Temp.

If they believe anything to be incorrect, they have the option
to ‘Dispute’ the timesheet, including providing the basis on which they are disputing the
timesheet.
You may be notified of this directly (via email) or via Step Ahead depending on the choice made
by the temp. However, you can also identify any timesheets that have been disputed by
logging on to your iTempaid account where, in your main list of timesheets, it will show like
this:

When you click into a disputed timesheet, it will clearly
show as disputed.
You will be able to view the notes the Temp entered.

Please review the notes and
then edit the Timesheet details
as appropriate.
You will then be able to
authorise the timesheet again.
Only once the timesheet has
been authorised and is not
disputed can Step Ahead
process the relevant wages.
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Understanding the Timesheet Status
If the temp’s timesheet status is showing on iTempaid as:
Unconfirmed:

This means that the temp has have yet to confirm their timesheet
so that can be submitted for your approval.

Confirmed by Temp:

This means that the temp has confirmed their timesheet and the
timesheet is awaiting for your approval as the authoriser.

Disputed by Client:

This means that as the authoriser, you have considered the
timesheet that the temp confirmed to be inaccurate – the temp
will receive an itempaid email with your comments which should
note what the information the temp should amend and that the
temp should resubmit (confirm) the timesheet accordingly as
soon as possible.

Authorised by Client:

This means that you, as the authoriser, have approved because
you deemed that the information submitted was correct.

Downloaded by Agency:

This means that the temp’s authorised timesheet has been
downloaded for inclusion in our next payroll (this happens shortly
after 10am each Wednesday).

Troubleshooting
I haven’t received my access notification
email

I don’t have access to a laptop or PC and
can’t use the system from the browser on
my mobile device.
When I open the activation link/go to the
portal I get a blank screen.
When I open the activation link/go to the
portal I get a ‘Adobe Flash Player is
blocked’ screen.

This will come from StepAhead@iTempaid.co.uk so
please check your junk/spam/quarantine folder for an
email from that address.
If it is not there, please whitelist the above
address/add it to your contacts before contacting the
Finance Team to request that this be resent (020 7400
6266/email Finance@stepahead.co.uk – please do not
cc others into your request as this may cause
duplication of effort and you may also receive multiple
emails).
You will not be able to do this from the browser on
your mobile device. Please see the note in the box at
the bottom of first page of this guide for further
information.
This is normally because you have not enabled Flash
Player.
You will need to enable Flash Player. In the URL bar of
your web browser (in Google Chrome), go to the
padlock icon adjacent to the web address, click it and
choose the option to ‘ALLOW’for Flash. Reload if
prompted.
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I’ve tried everything and I just can’t
activate my account / I don’t have access
to a non-mobile device to activate my
account

Send an email to Finance@stepahead.co.uk and we’ll
activate it for you. After that, you can use the Mobile
App instead. Don’t have the app? – go to the
Downloads page on our website for instructions. Find
the downloads page in the bottom banner of our
website or go to
https://www.stepahead.co.uk/information/downloadsuseful-forms-and-documents/

I have received multiple access notification
emails, which one do I use?

We suggest that you always use the most recently sent
email.

Still have an issue and the troubleshooting doesn’t help?
You’ll find our contact details on page 2 under the index – just get in touch and we’ll help sort this out for you.
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