1.  Approver Welcome Email from the Portal – requesting account to be activated
Remember to make a note of your user name and password.
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2. Approver Home Screen:
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3. Approver Home Screen showing timesheets awaiting approval:
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4. To Authorise a timesheet, tick the box under “select all” against the timesheet you wish to approve.  Enter a purchase order number in the box if applicable, click Authorise.
5. To Reject a timesheet, tick the box under “select all” against the timesheet you wish to reject.  Use the drop down arrow to select a reason for rejection of the timesheet.  Enter your comments in the message to contractor box (if you wish), click Reject.
6. Example email from the portal requesting approval of a timesheet:
If you click this link you will be logged into the online portal ready to approve the timesheet.
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7. Example reminder email from the portal requesting approval of a timesheet:
Note that reminders for approval of timesheets are sent to authorisers weekly on a Monday and a Tuesday.  Only timesheets approved by 3pm each Monday are guaranteed to be paid that week.
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8. Portal Web Address:
https://eezytime.co.uk/meritportal/login.aspx
You will need your user name and password to log in.



9. [bookmark: _GoBack]Error Message on Log In
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Some authorisers may find that they often receive an error message when they click on the approval link in an email – see above screen shot.  This is due to link scanning on their email client. The link scanner works by following any links that are clicked and checking they are secure. As the link has the login credentials included in it then the link scanner logs in to the account. This means that when the authoriser follows the link shortly after there is already a login made. 
The Portal does not allow logins from 2 different IP addresses within 15 minutes as a security feature. Since the link scanner is not running in the same location as the authoriser the IP address will be different and therefore an error is displayed.
To prevent this authorisers can go to https://eezytime.co.uk/meritportal/login.aspx and log in manually with their username/password.  Remember to do this 15 or so minutes after you receive the timesheet approval email.

image6.tmp
Forgotten Username OR Password - click here
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Welcome to Portfolio Payroll ONLINE authorisation.
Please click on the link below and choose a password to activate your authorisation account.

https://uatmeritcloud.co.uk/MeritPortal/activate account.aspx?id=JI0wmdRIKAAvMqrmkr2kbDCLMt6 YuhpfmP8qL{Wx6M8OH 10F9SNtdw%3d%3d

Once your account has been established you can authorise Portfolio Payroll Timesheets by logging onto your account and selecting a timesheet to authorise
or you can follow the secure link from the email that will be sent to you whenever there is a timesheet presented for authorisation.

If you have changed your email recently you may have received this email to confirm your new email address.

In line with the recent GDPR and privacy laws please click here to see how we handle your data PRIVACY POLICY

PRIVACY AND CONFIDENTIALITY NOTICE

The information contained in this e-mail is intended for the recipient only. It may contain privileged and confidential information and if you are not an
intended recipient you must not copy, distribute or take any action in reliance on it. If you have received this e-mail in error please delete it immediately.
Viruses: Although we have taken steps to ensure that this email and attachments are free from any virus, we advise that in keeping with good computing
practice the recipient should ensure they are actually virus free.
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From: Portfolio Payroll <timesheets@eezytime.co.uk>
Sent: 10 March 2020 12:46

To:
Subject: Portfolio Payroll - Timesheets for Authorisation

EXTERNAL
‘The following timesheets have been created but not authorised:

Timesheet OLTS95 for week ending 08-Mar-2020 re

Please click on the link below or log into the Online Timesheet System to authorise the contractors' timesheet.

https://eezytime.co.uk/MeritPortal/login.aspx?id=)PQ6%23-%23-%>3uoFLM27Esla3BbogyKtFnWwtrwCLEyXcPHhHORtmQijesdkuEAU0%
2fpwiWgG8BSDIDWbSRTRUWHWEHGKrgMFA%23-%23-%23Kmt%2ftB3yR7|bWwOBLz155K4IA%3%3d

In line with the recent GDPR and privacy laws please click here to see how we handle your data PRIVACY POLICY

PRIVACY AND CONFIDENTIALITY NOTICE
The information contained in this e-mail is intended for the recipient only. It may contain privileged and confidential information and if you are not an intended
recipient you must not copy, distribute or take any action in reliance on it. If you have received this e-mail in error please delete it immediately. Viruses: Although we
have taken steps to ensure that this email and attachments are free from any virus, we advise that in keeping with good computing practice the recipient should ensure
they are actually virus free
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From: Portfolio Payroll <timesheets@eezytime.co.uk>
Sent: 11 March 2020 09:00

To:
Subject: Portfolio Payroll - Timesheets for Authorisation Reminder

EXTERNAL
‘The following timesheets have been created but not authorised:

Timesheet OLTS95 for week ending 08-Mar-2020 re

Please click on the link below or log into the Online Timesheet System to authorise the contractors' timesheet.

https://eezytime.co.uk/MeritPortal/login.aspx?id=)PQ6%23-%23-%>3uoFLM27Esla3BbogyKtFnWwtrwCLEyXcPHhHORtmQijesdkuEAU0%
2fpwiWgG8BSDIDWbSRTRUWHWEHGKrgMFA%23-%23-%23Kmt%2ftB3yR7|bWwOBLz155K4IA%3%3d

In line with the recent GDPR and privacy laws please click here to see how we handle your data PRIVACY POLICY

PRIVACY AND CONFIDENTIALITY NOTICE
The information contained in this e-mail is intended for the recipient only. It may contain privileged and confidential information and if you are not an intended
recipient you must not copy, distribute or take any action in reliance on it. If you have received this e-mail in error please delete it immediately. Viruses: Although we
have taken steps to ensure that this email and attachments are free from any virus, we advise that in keeping with good computing practice the recipient should ensure
they are actually virus free




