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1. Email Activation
An automated email will be sent to your email address asking you 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 as shown below.

2. Registration and Logging in
A username will be generated for you based on forename.surname (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. Please make a note of this 
password so you do not forget it and ask your computer to save the login credentials.

3. 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 in order to access the portal via the following link: 
Secure Web Portal Login (onlinets.co.uk). 

https://www.onlinets.co.uk/meritportal/login.aspx
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4. Home Screen
The below screen is the Home page you will see after you log in for the first time. 

5. Timesheets
The portal will give access to your placement for timesheet entry. You will need to click Create timesheet next to the relevant 
placement for the shifts worked and it will take you to the timesheet entry screen.

Enter hours using the drop-down boxes as appropriate. 
The breaks will default to 30 minutes for 6 hours worked and 1 hour for 9 hours worked.  If you have taken a shorter break, then 
you will need to add a comment to the Comments box and Save the timesheet to be able to submit the timesheet.
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Save the timesheet to be given the options for submission:
 
To submit your timesheet, select your authoriser from the “Please choose Authoriser Method” drop down box and click Submit 
for Approval:

Delete timesheet - will remove the timesheet.
Save Timesheet - to save now and return to the timesheet to complete later.
If submitted for approval, the authoriser on the placement will receive notification. If it is rejected a notification is sent to the
worker and the status updated on the user’s portal.

6. Forgotten Username and Password 
If the User ID and or password have been forgotten it is possible to have a reminder sent to your registered email address. To 
enable this, go to the portal home page (www.eezytime.co.uk), the following will be displayed: - 

Click on the “Forgotten Username OR Password” link, the following will then be displayed: -

If the password has been forgotten / lost, enter in the username normally used to login to the portal as well as the registered 
email address. Alternatively, if the username has been forgotten / lost, enter in the password normally used to login to the portal 
as well as the registered email address. An email will then be sent to you informing you of your credentials.


