
Enter surname and first name:

Ex:  Andersson, Anna 

Enter postal address, postal 
code and city:

Ex: Kanalgatan 1, 234 56 Umeå 

Enter your personal identity
number, 10 digit numbers:

YY-MM-DD - ID digits 

Enter year and month for which 
the timesheet applies. Month 
should be converted into 
numbers:

January:1
Februrary: 2
March: 3
April: 4
May: 5
June: 6
July: 7
August: 8
September: 9
October: 10
November: 11 

December: 12

Ex: 2026, 10

Enter Email address

Choose an email address you 
check often.

Fill in the number of hours 
worked in the relevant date 
box. Breaks should be 
deducted. State time as a 
decimal, for example one hour 
and fifteen minutes as 1.25. 

Calculation example:
60 min = 1 

30 min = 0,5 

50 min = 50 min/60 min= 0,83 

45 min = 45 min/60 min = 0,75 

Use commas (not period)

Enter surname and first name of 
the student receiving support.

 Ex: Mats Mattsson 

How to fill in the timesheet 
Note! Only the blue fields are to be completed, 
and the number of hours worked.
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