
STEP 1 - Open the Employee Portal
Go to www.psuhasjobs.com
On your home page, click the EMPLOYEE PORTAL in the upper- right corner.

STEP 2 - Sign In
Sign in using the email address you used 
when you applied.

STEP 3 - Enter Your Password
Enter your Password and click Login.

Forgot your password? Click Forgot Password to reset.
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STEP 4 - Open Your Timesheet

After logging in, you'll arrive at your MyDashboard.

• Click the Timesheets tab

Mobile View 

Click the Three-line Menu icon, then click Timesheets

Desktop View 

 Click the Timesheets tab.
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STEP 5 - Select the Correct Assignment
On the Timesheet Manager page

1. Click the blue Timesheets Tab

2. Click on the View Timesheet button

a. This brings you to the current week to enter time.

b. If you have multiple jobs, then you will see each one listed



Desktop View

Mobile View 

Enter your meal break start and end times

Be sure to select AM or PM correctly.

Click the blue Save Timesheet button each day after entering your hours.

Save your time Daily. Do Not wait until the end of the week to enter all of your hours.

Step 6 - Enter Your Hours 

Enter your clock-in and clock-out times for each day
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• At the End of the work week, when all of your hours have been entered, the Timesheet will 
need to be submitted.

• Double check the hours you are submitting are correct.

• Click the green Save & Submit Timesheet button.

STEP 7 - End of Week | Submit Timesheet

STEP 8 - Submit Timesheet to Manager /Approver

A confirmation window will appear. Enter any notes to send to the Timesheet approver (not required).

• Click on the blue Submit Timesheet button

Desktop View Mobile View 
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STEP 9    - Confirmation

A yellow box will appear. This confirms your timesheet has be submitted.  Once submitted, you 
cannot make any changes.

You will get an email when your Timesheet Approver reviews your timesheet. 

• This email may not arrive the same day you submit your timesheet. It could take a few days. 
Check your email regularly so you don't miss it.

If your Timesheet Approver rejects your timesheet and sends it back for corrections:
1. Update the hours to the correct amount.
2. Click [Re-Enter Timesheet].

What to do if the Timesheet Approver rejects my timesheet

Important: Correct and resubmit your timesheet as soon as possible. Waiting too long could 
delay your pay for that week.
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