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The purpose of this document is to guide you through the basic 
functionality of the Portal



Functionality of Blue Arrow’s Portal
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What is the Dashboard?

How do I view and approve timesheets for Blue Arrow payroll?

How do I amend shift hours?

What is a Preferred worker?

How do I edit breaks?

Where can I add Purchase Order (PO) number?

How can I check the hours I have approved?

How can I see who is working tomorrow/next week and monitor fulfilment?
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How can I ask a question and/or give feedback?

How do I request more staff?
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Functionality of Blue Arrow’s Portal
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Review submitted hours in one easy place

View approved charge & hours from previous weeks

Book shifts online at a time convenient to you

Select workers who can respond to new shift requests directly

Track fulfilment at any time and rate your temps 

Manage your details and the details of the other approvers



You will be sent an email from no.reply@bluearrow.co.uk to access the 
portal 

You will be asked to set your own memorable password and your username 
will be your email address

Once set up you can bookmark https://myportal.bluearrow.co.uk

You will then be taken to the log in page

If you forget your 
password, there is a link on 
the login page to help you

How do I log into the portal?

mailto:no.reply@bluearrow.co.uk
https://myportal.bluearrow.co.uk/


What is the Dashboard?

Use this tool bar 
on the left to 
navigate around 
the site or click 
on the links in 
the tiles

These tiles are configurable so you can view 
the information you find most useful

You can select 
your site from 
this drop 
down



What information is displayed and how do I configure my portal layout?

The column layout can be amended by clicking on 
the ‘Adjust Columns’ button on the top right of 
the screen

Just tick to add, 
or untick, to 
remove 
columns 
depending on 
the 
information 
you want to 
see when 
viewing your 
shifts

What can I do on each 
page?

Shift Approval – approve 
shifts for this week and 
view previously approved 
shifts
Workforce Management –
Track past and future 
fulfilment, rate workers, 
request shifts, view rate 
cards

• On these screens you will see the list of shifts you can 
amend, accept or reject. 

• Hours in Scheduled Start & End time columns = hours 
booked with Blue Arrow

• Hours in Actual Start & End Time columns = hours that 
the temp has submitted via the ‘MyBlueArrow’ app or 
portal



If hours are rejected they are removed from your list and both the candidate and the branch are informed

How do I view and approve timesheets for Blue Arrow payroll?

N.B. If you need to change the date of a shift you will need to contact your consultant

2. Select the tick box next to the worker(s) name and then select the action button at the bottom 
of the screen 
If required, you are also able to amend (instructions on how to do this, refer to Slide 9) or reject 
hours at this point

3. Click on the 
small blue arrow 
to expand the list
Review the hours 
and click 
‘Approve’

1.  Go to the ‘Shift 
Approval’ button on the 
toolbar on the left (or 
on the Dashboard click 
‘Approve Shifts’), to be 
taken to the list of shifts



When approving shifts you will see a ‘Prefer Worker’ button in the pop up box.  Ask your consultant for a list of 
your Preferred Workers.

By selecting your ‘Preferred Worker’ they will be alerted to your jobs as soon as they are added and they will 
be able to be confirmed immediately.  To unselect just click again on the button.

What is a Preferred Worker?



How do I amend shift hours?

1) When approving timesheets click on the ‘Amend Shift Hours’ button at the bottom of the screen

2) Select the tick 
box next to the 
worker(s) name and 
then select the 
action button at the 
bottom of the 
screen 

3) You can amend hours separately 
for each worker or you can select 
multiple workers or days and amend 
all hours 



How do I edit breaks?

1) When approving timesheets click on the ‘Amend Shift Breaks’ button at the bottom of the screen

3) Amend the break which appears 
and click ‘Apply’ to make the 
changes.

To make changes to multiple 
records at once, ensure all workers 
are ticked and then amend the 
breaks in the  ‘Add To All’ field.

2) Select the tick 
box next to the 
worker(s) name and 
then select the 
action button at the 
bottom of the 
screen 



1) Request new shift
When a new shift is added a PO 

Number can be added

2) Shift Approval & Workforce 
Management
Select the tick box next to the worker(s) 

name and then click ‘Amend PO Number’ 

at the bottom of the screen

Where can I add Purchase Order (PO) number?

Multiple workers can be selected and a PO 

can be added for all workers and their week 

of work by adding a PO in the ‘Add To All’ 

field and click the ‘Apply’ button



1. In the ‘Shift Approval’ screen click on the blue ‘View all Shifts’ 
button on the top left of your screen

How can I check the hours I have approved?

5. This data can 
be exported 
into Microsoft 
Excel

2. You can 
filter on 
the Name, 
Job, Site, 
Start Date 
and PO 
columns

3. Filter on the funnel on 
the ‘Status’ column

4. Select 
‘Approved/Not 
Processed’ in 
the pop up box, 
click ‘Apply’.



1.  Go to ‘Workforce Management’ 
and toggle between ‘View by 
Worker’ or ‘View by Job Role’ to 
track fulfilment 

How can I see who is working tomorrow/next week and monitor 
fulfilment?

4. Booking 
fulfilment can be 
monitored here

This data can be 
exported into 
Microsoft Excel

3. Click on the 
small blue arrow 
to expand the list

2. You can filter by roles/worker 
names or by dates.  



Go to the ‘Workforce Management’ button on the left hand side and select ‘View Past Shifts’.  

How do I review rate information?

If there are rates for 
particular days and 
times, these are 
shown here

If there are specific 
Pre and Post rates 
these are shown 
here

The charge rates 
these are shown 
here

Tick the job role and 
click on ‘Rate Card’ to 
view the rates and 
select the job role.

You can select the 
most recent rate 
card here, or there 
may be a rate card 
for a named worker



At the bottom of the 
page, click the 
‘Request New Shift’
button

How do I request more staff?

Select the ‘Workforce Management’ button on the left hand side of the screen  

Complete the fields in 
the pop up screen and 
click ‘Send Request’



Option 1) Select the ‘Contact 
Us’ tab, complete the fields 
and press ‘Submit’.  This 
request will be sent to your 
consultant

Click ‘View/edit Worker 
Feedback’ - feedback 
can be given on a shift 
by shift basis.

How can I ask a question and/or give feedback?

Option 2) To leave feedback 
on a worker(s) performance 
click on ‘Workforce 
Management’ and select the 
‘View Past Shifts’ button. 

Toggle between 
either ‘View by 
worker’ or ‘View 
by Job Role’.



Reason for Issue/Re-issue

This document has been issued to support the use of Blue Arrow’s Client Portal 

If you have further questions please contact your local Blue Arrow 
branch – these contact details are on the dashboard of the portal 


