Employee Timekeeping
User Guide

STEP 1 - Open the Employee Portal

Go to www.psuhasjobs.com
On your home page, click the EMPLOYEE PORTAL in the upper- right corner.
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STEP 3 - Enter Your Password

Enter your Password and click Login.

STEP 2 - Sign In

Sign in using the email address you used
when you applied. 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.

e C(Click the Timesheets tab

Desktop View

Click the Timesheets tab/
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Mobile View

Click the Three-line Menu icon, then click Timesheets
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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
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Assembly

Frank's Frames (frank Johnson

123 Glass st
Eagan, MN 55121

View Timesheet




Step 6 - Enter Your Hours

Enter your clock-in and clock-out times for each day

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.

Mobile View

€ Last Week Back

Week Ending Sep 24 2017
Leave o

Motes Apply Default

Monday Sep 18 2017

Man In 8:00 AM
Break Start ~ 12:00 PM
Break End 1:00 PM

Mon Out 500 PM

Tuesday Sep 19 2017
Tue In 9:00 AM
Break Start 1200 P
I __

Next Week 3

Break Start
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Sun Out

Regular Hours
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©  Submit Zero Hours
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Desktop View

Week ending: Sun Aug 012021

Back to Timesheet Manager

Week Endlng Aug 08 202]' l Addl Transactions (@) ] l Apply Default

Wednesday Aug 04 2021

Thursday Aug 05 2021

Monday Aug 02 2021 Tuesday Aug 03 2021
Mon In Tueln Wed In Thu In
Break Start Break Start Break Start Break Start
Break End Break End Break End Break End
Mon Out Tue Out Wed Out Thu Out

Regular Hours

0.00

Save Timesheet B Save & Submit Timesheet 1,

Friday Aug 06 2021 Saturday Aug 07 2021

Friln Satin
Break Start Break Start
Break End Break End

Fri Out Sat Out

Submit Zero Hours &

Waek ending: Sun Aug 15 2021

Consultant: Arya Stark  Company: Frank's Frames ~ Manager: Frank Johnson  Job Title: Assembly  Job Dates: 1/1/21 - 11/30/21
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Break Start

Break End

_ Break © Break

Sun Out
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STEP 7 - End of Week | Submit Timesheet

o At the End of the work week, when all of your hours have been entered, the Timesheet will
need to be submitted.

e Double check the hours you are submitting are correct.

e Click the green Save & Submit Timesheet button.
\

Regular Hours

8.00

Save Timesheet I Save & Submit Timesheet 1 I Submit Zero Hours L

n Week ending: Sun Jan 30 2022 Back to Timesheet Manager Week ending: Sun Feb 13 2022 n

Week Ending Feb 06 2022 ‘ cvents @ ‘ ‘ Notes @) ‘ [ poremract ] [ apety peraur

Consultant: John Locke Company: AMtec Industries Manager: David Sun  Job Title: Administrative Assistant  Job Dates: 11/1/21 - 2/1/00

Monday Jan 312022 | Sleor Tuesday Feb 012022 Wednesday Feb 02 2022 Cleor Thursday Feb 03 2022 Fridy Feb 042022 Saturdey Feb 05 2022 Sunday Feb 06 2022
Monin | 8:00 AM Tuein wedin | 8:00 AM Thuin FriIn satin sunin
Breakstart | 11:30 AM Break Start Break start | 11:45 AM Break Start Break start Break Start Break start
BreakEnd | 12:00 PM Break End BreakEnd | 1215 PM Break End Break End Break End Break End
Monout | 5:00 PM Tue Out Wedout  5:00 PM Thu Out Friout Sat Out Sun Out
Regular Hours Overtime Hours
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STEP 8- Submit Timesheet to Manager /Approver

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

e Click on the blue Submit Timesheet button

AN

Desktop View Mobile View

Submit Hours

Submit Hours

Submit Sep 24 2017 timesheet
to your manager or timesheet
approver.

Motice! By submitting these hours. you agree that
they are an accurate representation of the time you
) o worked this week.

Notice!l By submitting thy

representation of the time you worked this week.

Warning! You are submitting time for days that
ave not happened yet! You have logged 8 hours for
Notes: €

I Submit Timesheet I



Constance Blackwell
Rectangle

Constance Blackwell
Rectangle

Constance Blackwell
Rectangle

Constance Blackwell
Rectangle

Constance Blackwell
Rectangle

Constance Blackwell
Line

Constance Blackwell
Line

Constance Blackwell
Line

Constance Blackwell
Line


STEP9-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.

e 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.

lan 30 2022 Bock to Timesheet Managar

Week Ending Feb 06 2022 [t @ | [ oo @ | [ ot earocr

Consultant: John locke  Company: Altec Industries  Manaoger: David Sun  Job Title: Administrative Assistant  Job Dates: 11/1/21 - 2/1/00

Monday Jon 30 2022 Tuesclay Fea 01 2022 Wednasday Feb 02 2022 Thursday Feb 03 2022 Friday Feb 04 2022 Saturday Feb 05 2022

Wan In 8:00 AM Tue In Wed In 8.00 AM Thulr Friin satin sun In
Ereak Start 11:3C M Break Start Break Start 11:45 AM Break start Break Start Er=2ak Start Break Start
BreakEnd  12:00 PM Sreak Erd Break End | 12415 PM Er=ak End Break End Breck End Break End

Mon Dut 5:0C PM Tue Dut Wed Out 500 PM Thu Out Zri Out Sat out Sun Out
EZS ==
Recular Hours Overtima Hours
i
16.00

Re-Erter Timesheet &

What to do if the Timesheet Approver rejects my timesheet

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].

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

Sanday Feb 06 2022
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