Tradesperson Web Portal — Quick Start Cheat Sheet

Timesheets

IMPORTANT: If you have been extended, you must contact our Service Center at 877-651-7778.

Login to the Employee Web Portal https://prst.securedportals.com/portal/employee_login.aspx

Click Timesheet icon [Enter Time]. Enter your time worked for the week.

Employee Portal: Start Page Welcome, Renaud Sechan

Please select on of the following options 1o access your employee informatior

Use the Pay Code drop down to add Select the pay code from the drop down and
additional earnings. entire total $ amount.

HOUR PAYCOOE N ouT N ou N o TOTAL HOURS EXPENSEIQTY APPROVED [
Reg 600

ot | 000
oT 000

TOTALHOURS EXPENSE/QTY APPROVED (&

Sel ] 000
Sele [ T -
ot Select + sign g
- Reg 000 Subnit Timesheet
P e e Houre Totals To add another
X Expanse oT o Regular L pay code
Overtime 000
3 X Doublafime 0.00
H = Holiday: You must enter “8" hours for each approved paid holiday.
PDL = Per Diem Lodging: Only enter the value “1". The amount will be calculated automatically (Do Not Enter
the $ amount of your per diem). Subsistence is paid for all days on assignment, including travel Uploadview Documents
PDM = Per Diem MI: Only enter the value “1". The amount will be calculated automatically (Do Not Enter the $ Upload Documents;
amount of your per diem). Subsistence is paic for alldays on assignment, including travel. To enter an expense,
) . ) uwyn Choose Flls | No fke chos
PW = Fringe: ONLY when placed on a prevailing wage assignment. Enter the total hours worked that day use th e X pay code.
under the expense/qty field for this pay code.
TPD = Transportation Per Diem: Only enter the value “I". The amount will be calculated automatically (Do Not Enter the $ amount to
Enter the $ amount of your per diem). Subsistence is paid for all days on assignment, including travel. be reimbursed View Documents:

X = Expense: You must attach your receipt in PDF, JPG, or PNG format. Enter the $ amount to be
reimbursed

Click on the paperclip
icon to attach your
receipt. Click Upload.

Click on the small yellow folder icon on -

the right-hand side to exit this section.

Scroll to bottom to Hours Total: Enter comments |
. . 3 mployee Comments
view total hours + Regular A in the note section o
. Overtime 0.00 ?.’23/_25—4hrs dnvet.uljnbslle‘ replacement helmet expense
earnings you added for the customer per dem for each workng day
. Doubleti 0.00 . .
using pay codes. = to view. Click
Save.
Expense/ QTY / Docs:
Per Diem Lodging 5.00 Save Comments
Expense 30.00
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Tradesperson Web Portal — Quick Start Cheat Sheet

Timesheets

Your timesheet must be submitted by 8:00AM Sunday Morning.

Review your timesheet for errors.
Click Save Timesheet or Save & Close to
return to the timesheet at another time.

You have successfully submitted
your timesheet for approval! ©

Click Submit Timesheet. iesfioek Hobisticn
Success: Your timesheet was saved
and submitted for approval.
Submit Timesheet Save Timesheet Save & Close
Click on the Timesheets view your e fepers e
;i , . .
timeca rd status’. YOUr tlmecard WI” Below is a list of open timesheets for your assignments. To view the timesheet and enter your work hours, click anywhere on the row.
show Submitted.
Timesneets From [ B o Show Results Below s a list of open limesheets for your assignments.

08/03/2005  Carmefour

06/08/2025  Carrefour

APPROVAL OR REJECTION OF TIMESHEET

Electric Jules Vi

DEPARTMENT “ REPORT TO
ian s Vernes
ian s Vernes

Electrici

Any corrections must be submitted no later than 8:00AM Monday morning.

Once reviewed, you will receive 1 of 2 emails:
“Timesheet Approval”: This means your
timesheet has been approved!

“Timesheet Partial Approval”: If you receive this
email, you will need to log back in, make the
necessary correction(s), and resubmit.

Submit Timesheet
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Correcting a Partially Approved Timesheet

1. Once you are logged back into the Employee
Portal, go back to the timesheet you originally
submitted.

2. For any days that were approved by the customer,
you will see the boxes grayed out in your timesheet.
You cannot make any edits to these days.

3. For days that were rejected, the system has

reopened for you to update with the corrected

hours worked.

If possible, please add a note in the Employee

Comment box to share with the customer.

5. You must hit Save for the note to be submitted to
the customer and documented in our system.

6. When you are ready to resubmit your corrected
timesheet, click Submit Timesheet.

The customer will receive an updated email with your
corrected timecard to approve and send to payroll.
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. Since current smart phones take pictures that are far greater in size than 800 KB,
iPhone 10S you will need to install an app that will downsize your pictures to make them
suitable for upload to the web portal.

Go to the <> Once you open the “Image Size" Would Like
AppStore and image Size , app, select Allow for s
search for Image- . the app to access your _ image and save t as a new

; . image after changes have been
Size. Download files/photos. To take a made.

the app to your photo of your receipt,

Select Photos...

iPhone 10S. select Allow for the -

app to take pictures_ Allow Access to All Photos |
Don't Allow
l 4 s Q

Take a picture of your receipt by Touch the check mark to

selecting the camera icon. Focus the accept the picture. If you

camera so it shows the entire receipt and are not happy with the

take photo by clicking the white button. results, touch the curve

arrow to the left of the
check to start over.

The picture taken is resized automatically and Go back to the web 0 & mscusdporsiscon @
in the red box below you can see that it was portal, and upload i thogigne worked for cach day, il
downsized to 174.05 KB automatically which is screen touch by cet' [l store your entries before
well below the 800 KB limit. Confirmation choosing Choose File

shows that the image was saved successfully. (if asked allow the app

to take picture and
record video)

Under Recent file the picture just taken will be at the top. Touch it to include it in the upload. Once selected
the file name will display after the Choose File button. Touch the Upload button to attach the image to your
timecard. The message highlighted in the red box below will display after the image has been successfully
attached to your timecard.

' | IMG_09112020_..1080_pixel).jpg P Choose File

19:58 175 KB

Upload Documents (please use low image resolution)

Choose File
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Timesheets
RESIZING RECEIPT IMAGE ON MOBILE - ANDROID

] Since current smart phones take pictures that are far greater in size than 800 KB,
Android you will need to install an app that will downsize your pictures to make them
suitable for upload to the web portal.

Visit the following link https://www.image-size.com/ Once you open the app, select Allow for the app to
from your smart phone. Install the android version access your files/photos. To take a photo of your
for your smartphone or tablet. receipt, select Allow for the app to take pictures.
2 ™~ ® v 17:20
K] L AR aE Allow Image Size to access Allow Image Size to take
« Q € Q i - p Ji:;:.[‘we'{:.:';!"'::;' m pictures and record vide
your device
Ig:ngize - Photo Image Size - Photo _— DENY  ALLOW
(V] (() Py DENY ALLOW
) V) Resizer

Codenia

+ In-app purchase
Uninstall
install

Take a picture of your receipt by selecting the camera Touch the check
icon. Focus the camera so it shows the entire receipt mark to accept the
and take photo by clicking the white button. picture. If you are

not happy with the
results, touch the
curve arrow to the
left of the check
to start over.

The picture taken is resized automatically and in Go back to the web portal, and upload
the red box below you can see that it was screen touch by choosing Choose File (if
downsized to 174.05 KB automatically which is asked allow the app to take picture and
well below the 800 KB limit. Confirmation shows record video)

that the image was saved successfully.

@ wssecuredportalscom (@  t

tional Non-reguiar NoUrs. WNen yo
d the gne worked for each day, clic

"l store your entries before O] (4]
[ A ———— e famesresr
3 e !

rrrrr

Under Recent file the picture just taken will be at the top. Touch it to include it in the upload. Once selected
the file name will display after the Choose File button. Touch the Upload button to attach the image to your
timecard. The message highlighted in the red box below will display after the image has been successfully
attached to your timecard.

' | IMG_09112020_..1080_pixel).jpg P Choose File

19:58 175 KB

Upload Documents (please use low image resolution)

Choose File
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Password Reset

Account Management: Reset Password

RESETTING PASSWORD

5

User Name:

Send Email Close

Click the Send Email button below to request a password reset. An Email will be sent to the address we have on file which will contain a link
that will allow you to reset your password. If you do not need to have your password reset then click the Close button.

Copyright © 2025 All rights reserved

Version 8.5.810

Click Account icon [Account Maintenance].

Employee Portal: Start Page 2lcome, Renaud Sechan (sl

Please select on of the following oplions 1o access your employes infarmatior

©2025 PeopleReady Skilled Trades | Confidential & Proprietary

Enter your current password and new password.
Confirm the new password.
Click Update.

Employee Account Maintenance

4BACK

You may use thig screen to change your Password.
A password mugt be a mimimum of 8 characters and at least: 1 upper case, *

Current User Ngme: RSechan

Email Address:
sandrines@tfueblue.com

Enter Current Password:

New Passwofd:

Confirm Neyv Password

Close
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