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1. The Online Portal
Merit’s multi-function responsive portal is an additional element to the Your World payroll team, enabling remote access for 
clients to approve timesheets that have been submitted by a candidate working for them.

The responsive nature of the pages themselves mean that they can be accessed, viewed and actioned on any mobile device with 
internet access.

2. Email Activation
An automated email will be delivered to the email address encouraging the user to register for the online portal.

The email that is sent contains a link that needs to be followed in order to create a password for access.

3. Registration and Logging in
A username will be generated for the user based on forename.surname (often with the addition of a numerical character at the 
end if the name already exists) and a password must be first chosen, and then confirmed in order to gain access.

Once the details have been confirmed and created, the account details can be used to log in.

Once registration is complete, the link within the email becomes invalid. It can no longer be used to log in to the portal. From that 
point on, you will need to navigate to the web address of the log in page to access the portal via the following link: Secure Web 
Portal Login (onlinets.co.uk). 

https://onlinets.co.uk/meritportal/
https://onlinets.co.uk/meritportal/
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4. Authorisation Emails
When a timesheet is sent to you for authorisation, it should look something like the below screenshot. If you agree to the hours 
worked, you can simply click on approve and this will take you to the login screen where the timesheet will automatically be 
authorised.

Should you wish to query the timesheet you can do this by clicking on Reject Timesheet.  This will take you to the timesheet 
portal where you can leave a reason for the rejection in the Comments box.

5. Authorisation Screen
The home screen is where you will ‘land’ on upon each log in. 

You can view the submitted timesheet by clicking small icon ( ) under No column. If the submitted timesheet is matching all the 
parameters for authorisation, please tick the relevant timesheet at the end of the row and click “Authorise” button which will 
authorise the timesheet.  You can add a Purchase Order Number while Authorising the timesheet.

If the timesheet is not matching the authorisation parameters, it can be rejected by going into the “Reject Selected” section and 
select the Reason type. You can use the free text area to give more information to the candidate for the rejection.
The authoriser can view all the approved timesheets by clicking “View Authorised  Timesheets” on the top right hand side corner 
of the screen. 


