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First Time User

Open web browser (Internet Explorer/Chrome/Safari)
In address bar type -

Click on “Employees” Tab
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http://www.psa-inc.com/

Employees Tab

Click “Employee Time Cards”
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Employees

»- Employee Time Cards
= Manager's Time Card Approval

= Employee ADP iPay Portal
= Private Employee Intranet (coming soon)

wYi
Our Employees
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Judy K_ Shepphard, CEO

Corporate

Job Listings Contact Us

Employees

AWARDS AND RECOGNITIONS

2013 Bronze "Stevie Award” winner Female
Entrepreneur of the Year - Business Services
2013 TrailBlazer Woman of the Year by the
Ohio River Valley Women Business Enterprise
20132 Federation of Hellenic Sacieties of
Greater NY Honorary Award

2012 EAWC Prestigious Goddess Artemis
Award

2012 Federation of Hellenic Societies of
Greater NY Honorary Award

2012 SBA Regional Minority Person of the Year
(1 of 10 in Nation)

2011 Mamed “Distinguished Citizen of West
Virginia® by Wv Governor Earl Ray Tomblin
2011 EAWC Artemis Award for Outstanding
Achievement - USA

2011 5BA "small Business Person of the Year”
2011 The Cities of Parkersburg & Vienna
named August 20, 2011 as “Judy Sheppard
Day”

2010 Teaming Contractor of the Year by
American Express OPEN

2010 One of the "50th™ Most Powerful
Minority Women in Business

2010 EAWC Goddess Artemis Sacred Island
Hall of Fame

2010 Mational Teaming Contractor of the Year
- American Express

2009 “Member to Watch” Award, WIPP
(Women Impacting Public Policy)

ARG LURELL AL




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”
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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)

| SYMPAQ

eTimesheet & eXpense

Old Password
New Password
Confirm Password

| Change | Cancel




End User Licensing Agreement

Read the Agreement

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

Click “Continue”

payroll psa-inc.com

elimesheet & eXpense

<End User License Agreement>

Eligible Licensees. This Software is available for license solely to you, the end-user, with
no right of duplication or further distribution, licensing, or sub-licensing.

License Grant. ALDEBARON grants to you a personal, non-transferable and non-exclusive right to
use the copy of the Software provided with this EULA. You agree you will not copy the Software
except as necessary to use it on a single hardware product system. You agree that you may not
copy the written materials accompanying the Software. Modifying, translating, renting,
copying, transferring or assigning all or part of the Software, or any rights granted
hereunder, to any other persons and removing any proprietary notices, labels or marks from the
Software is strictly prohibited. Furthermore, you hereby agree not to create derivative works
based on the Software. You may permanently transfer all of your rights under this EULA,
provided you retain no copies, you transfer all of the Software, and the recipient agrees to
the terms of this EULA. If the Software is an upgrade, any transfer must include all prior

» ¥| By using this software, you agree to be bound by the terms and conditions of the Aldebaron SYMPAQ eTs 2011 License agreement.




Entering Hours

Select the box,|:| O , 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)

SympaykTe ®

& & B hitps://payroll.psa-inc.com/SympagETs

eTxX Company Professional Services of America, Inc. . gmwﬁgﬂmﬂ
. User DOE.JOHN 4

Name JOHN DOE
eTimesheet & eXpense

ol |63 il

@ Timesheets

G Current % Submit EJ Rejected == Leave (2 Archive (& PrintT/S 42 Profle T Modify T/S & Messages @ Help

Start Date: 7/20/2015 End Date: 7/26/2015 Select

Previous Period Next Period o Approved 3 Rejected (7 Submitted (& Locked

Charge Code 7/20 7/21 Zf22 7/23 7/24 7/25 7/26 Total
Mon Tue Wed Thu Fri Sat Sun

7.70.002.0001 8.00 12.00 10.00 4.00 D D D 34.00

Total 8.00 12.00 10.00 4.00 0.00 0.00 0.00 34.00

Add New Record '




Submit Time

Click “Submit” Tab
Click Select A Period drop-down box
Select A Period (Example: 238 (07/20/2015 - 07/26/2015))

= C # & hups//payrollpsa-inccom/SympagqETs/s tTimeshests,acpx

eTXx Company Professional Services of America, Inc. &wwﬂ&m&
User DOE.JOHN V= AMERICA, INi

rrege Name JOHN DOE
eTimesheet & eXpense

@ Timeshe‘

O current % submit B3 Rejected == Leave (J Archive & PrintT/S 2 Profle T Modify /'S &P Messages @ Help

Submit Timesheets

elect A Period l

238 (07/20/2015 - 07/26/2015)

) L |0 il




Submit Time Cont.

Check,m .Dates and Times for Submission or “Select All”’
Enter Account Password

Click “Confirm”

ubit Timeshaets ®

€« C # 8 bopsdpayroll psa-inc.com

AP company Professional Services of America, Inc. &mﬁwﬂ%‘m:ﬁ
User DOE.JOHN 3

me  JOHN DOE
e I imesheet & eXpense

@ Timesheets

O curent % submit B4 Rejected == Leave (J Archive & PrintT/S <2 Profle T Modify T/S @D Messages @ Help

Submit Timesheets

Select A Period
238 (07/20/2015 - 07/26/2015)

= DOE.JOHN: JOHN DOE (07/20/2015 - 07/26/2015)
¥ ¥ 7/20/2015(8.00/0.00)
¥ ¥ 7/21/2015(12.00/0.00)
* ¥ 7/22/2015(10.00/0.00)
* [17/23/2015(4.00/0.00)

Select All Deselect All

B = i =1
| Please sign timesheets €3}

Type your password here to confirm submission

To the best of my knowledge, the hours on this timesheet
are accurately recorded and have been completed in compliance
| with mandated time charging policies.




Sign Out

H 11 73
Click ““Sign Out
/[ Submit Timeshests *
L C A 8 httpsy//payroll.psa-inc.com/SympaqETS/SubmitTimesheets.aspx
G\ PROFESSIONAL SERVICES
' OF AMERICA, INC. m

eTx Company Professional Services of America, Inc
User DOE.JOHN
Name JOHN DOE I

eTimesheet & eXpense

Timesheets
¢ Archive & Print /S 42 Profle T Modify /S &P Messages @ Help

% submit B4 Rejected == Leave

&) =@ -

o)
£
n

&J Current

Submit Timesheets

Select A Period
Timesheet submission successful.
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