
Daily rate for LTD/Deemed/CIS workers (Timesheets quick guide)

Use the Dropdown to 
Select the correct Rate  

Use the + if you 
need to submit time 
for more than one 

rate on the same day

Add a PO number or 
Comment if necessary.

Save at any time.
Save and submit when you are finished.

NB. If after submitting you realise you have 
made a mistake ask your manager to reject 
and then you will have the opportunity to 

correct. If they have already approved then 
contact agencypay@gattacaplc.com

If you do the same (or similar 
hours each week you can copy 

a previous weeks data and 
amend if necessary.

Units for Daily rate means number 
of Days in most cases this will be 1

Use .5 for half day


