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Claiming in TimeFiler 

Accessing Timefiler 

1. Go to Specialist workforce information 

2. Click “My Claims” and then “Go to TimeFiler” 

 

 

3. This should default to open on “My Time” on the left side of the screen. 
 

Creating a claim 

4. Select ‘Create’ 

Your position details and all dates that are available in the period should now be visible. Select your 
Moderator role from the drop down. 

5. A timesheet for the whole month should now be available for you to complete.  

Note Timesheet is available for a month. This means that you will have to submit the claim by the end of 
the month, else you will not have access to previous month’s timesheet. 

Hint when the timesheet for a month is available, enter entries and save as you go. At the end of the 
month, submit. 

a. How to complete the table 

b. Date 
We are not particularly concerned about the exact date. However, if you could be as close as possible 
would be great.  

          To add more lines for a date, click the + sign next to date 
 

 

a
. 

b
. 

e
. 

d
. 

c
. 

https://www2.nzqa.govt.nz/about-us/working-at-nzqa/specialist-workforce-resources/
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c. Claim Item  

Use the drop down menu and you’ll have the following options to select from 

 

  

For Moderation and Check Moderation completed – select Moderation Report Fee (MRF) 

For all other activities that you used to complete under Miscellaneous in QAccess, select “Daily 
Rate Fee [Hourly rate] (DRF H)” 

For all expenses such as internet, phone, photocopying/printing, taxi, mileage, meal allowances 
etc, choose the appropriate drop down from the list. 

d. Number 
For moderation, this will be 1 item 
For hourly rate – type in the number of hours taken for the job 

e. Rate/Amount  

For Moderation and Daily/hourly rates, this will be automatically populated.  

For expenses, enter the amount as per moderator manual 

f. Notes 

For Moderation – Type in the School name and standard 

For Check Moderations completed – Type in the School name and standard followed by (Check 
Mod) in brackets e.g.  

- Avoid abbreviations e.g., Fielding High School rather than Fielding HS  

- Capitalise e.g., Fielding High School and not Fielding high school 

- Ensure punctuation is correctly entered e.g., St Dominic's High School and not St 
Dominics High School 

For all other Miscellaneous activities, Type brief description of task undertaken. An example is 
shown below 
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6. Removing a claim - Select the ‘X’ button on the left side of the date to remove the claim line: 
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7. Attach a claim doc e.g. receipts - Select ‘Attach’ to upload any relevant documents to support the 
claim: 

 

This will open a new window for you to select a file. 

Click ‘Select file’. 

 

 
Select a saved file form your desktop 

Select Open: 
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Give the attachment an appropriate name and other relevant information. 

Select OK: 

 
 

 

Reviewing attachments 

a. To view all attached documents, select the attachment button on the top right side 

of the screen (below your name): 
 

 

 
All documents you have attached will be visible. 

 

 
b. To delete an attachment, select the ‘X’ within the attachment: 
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Saving a claim 

8. Click ‘Save’: 
 

 
 

This will save your progress and allow you to come back to the timesheet later. 
 

 

Submitting a claim for approval 

9. Once you have finished entering your claim/s and it is ready to submit for approval, select 

‘Submit’: 
 

Your claim will then go through an internal review and approval process. 
 

 

Editing your pending claim 

10. Before your claim is approved, you can or may be required to edit a claim. Select the 

‘Unsubmit’ button: 

 
Make the appropriate changes. 

Then repeat the submit process. 
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Reviewing claim history 

11. Go to ‘My Time’ and click ‘History’ along the top of the screen: 

 

The History button will disappear, and a drop down with your name and details will appear. 

 
12. Click on the down arrow to view your history: 

Select any of the claim/timesheets to review. 

 

Additional Information 

TimeFiler access close date 

All claims MUST be submitted within 3 months of a contract end date. Access to TimeFiler will 

be closed after this period. 

Resetting your password 

If you have forgotten your password or your password has expired, contact 

firstcall.support@nzqa.govt.nz for assistance. 

mailto:firstcall.support@nzqa.govt.nz

