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Input bank account details for 
payment and other details to 

complete your profile.

Review the rest of the information 

to ensure it is correct

Engagement acceptance
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Input tax code and National 
Insurance Number
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PSC confirms tax information for IR35

Summary of engagement 
and contract terms

Complete pensions 
eligibility questions



If eligible for pension, make 
choice as to whether to 

remain in NHSPS or opt 
out. Should you wish to opt 

out you will need to 

complete and return the opt 
out form



Review and accept 
contract terms
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Timesheet submission –
navigate to timesheet tab Either submit timesheet by editing an 

‘Open’ timesheet or create manually 

with ‘+ New timesheet’

Edit ‘Open’ timesheet by 
clicking box icon
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Fill out timesheet detail 
and add any notes

Adjust breaks by 
using arrows on 

right side

Attach paper timesheet
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Please review all entries 
carefully
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You can access a summary of your timesheet status at any time and therefore 
track progress of your payments


