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First Time User
 Open web browser (Internet Explorer/Chrome/Safari) 

 In address bar type – www.psa-inc.com

 Click on “Employees” Tab 

http://www.psa-inc.com/


Employees Tab
 Click “Employee Time Cards”



PSA SYMPAQ eTX eTimesheet
Log-in Screen



Username and Password
 Enter your Username and Password 

 Username is your last name . first name (Example: doe.john) 

 Password is: “123”

 Click “Sign In”



Password Update
 Create new password 

 Enter Old Password “123”

 Create a New Password and Enter

 The New Password and Confirm Password must match

 Passwords are used every log-in and to confirm time submission (Use a memorable phrase)

 Click “Change” 



End User Licensing Agreement
 Read the Agreement

 If you agree, Check the Box

 If you do not agree, Contact Judy K. Sheppard, CEO at 1-866-562-7482 

 Click “Continue” 



Entering Hours
 Select the box, , that corresponds with correct Charge Code and Date

 Enter Total Hours (Example: 8) and Press “Enter” Key

 Entered Hours will appear Blue and are ready to submit for Manager Approval

 Hours in Black require confirmation (Press “Enter” on keyboard) 
(Notes: Time may only be entered one box at a time and may not be entered in advance)



 Click “Submit” Tab

 Click Select A Period drop-down box

 Select A Period (Example: 238 (07/20/2015 – 07/26/2015))

Submit Time



Submit Time Cont.
 Check, ,Dates and Times for Submission or “Select All”

 Enter Account Password

 Click “Confirm”



 Click “Sign Out” 

Sign Out
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