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Once you have received your password, please follow the steps below to submit your timesheet: 
 

1. Go to https://bureau5.revas.co.uk/intime/ 

 

2. Login with your username and password 
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3. On the side menu, go to the Timesheets section and click on Create 

 

 
 

4. Enter the week beginning date of your timesheet. Click Ok. 
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5. The following screen will show all the information about your placement. 
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6. Scroll down, and enter the time you worked. 

 

 

 

 

If you are on an hourly rate please enter the time you started, 

finished and any breaks you took.  

 

 

 

 

 

 

 

 

 

 

If you are on a day rate please enter how many days you have 

worked and a decimal for anything shorter (e.g. 0.5 for half a 

day). 

 

 

 

 

 

 

 

 

 

If you have alternative rates for when you work abroad or overtime, you 

can adjust the rate by clicking on the drop down arrow and selecting the 

correct rate. 

 

 



 

  

 

 
Eximius Group is a group of professional services recruitment companies 

 

A: 60 Cannon Street London EC4N 6NP | W: www.eximiusgroup.com 

 T: 0203 003 5500 | F: 0207 002 1820 | E: info@eximiusgroup.com 

7. To upload the supporting paper timesheet click on ‘Browse’ and locate your timesheet on your PC. Click Save 

 

 
 

8. Your timesheet will be saved but NOT submitted. Check your details are correct and click Submit. 
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9. Click on Yes to submit.  

 

 
 

When you have submitted your timesheet successfully, you will see the below message.  

 
 

 

• The hours/days you entered on Intime will now be checked against your approved paper timesheet. 

 
• You will receive an email to confirm that your timesheet has been approved 

 

• Your timesheet will then be processed for payment. 

 
 

If you have any queries about Intime please feel free to contact our Contractor Accountant -  contact details below.  

 
 

Sam Ahmed 
0203 003 5510 

samahmed@eximiusgroup.com   


