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Logging In 
Website: https://secure3.saashr.com/ta/OM170012.login  
 

 
 

 
Before logging in for the first time, you will receive an email from donotreply@esd.wa.gov that 
contains your username and temporary password. If you have not received this email, please 
check your Spam folder first; then contact us at wscmail@esd.wa.gov. 
 
During your initial login, you will be required to change your password. It will need to be at least 
8 characters long and include an uppercase letter, a lowercase letter, a number and a symbol. 
 
 

https://secure3.saashr.com/ta/OM170012.login
mailto:wscmail@esd.wa.gov
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The system will also help you configure your required virtual code settings:  

 
 
Virtual Code Authentication is used to verify you are the same person to set your password. 
Filling in more than one of these options will make this verification process easier in the future. 
Future logins will require a virtual code: 
 
 

 
 

Clicking the checkbox for the system to remember you will allow for skipping this step in the 
future. Keep in mind that this “remember” step will expire 30 days after your last login and will 
clear out if you use a different web browser or clear the cookies within. (This step will need to be 
repeated if a new device i.e. cell phone or tablet is used) 
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Your Timesheet 
Once you are logged in to the system, your Current Timesheet will display. 

 
 

Your current timesheet will always be the timesheet pay period that includes today. If you need 
to look at a past or future timesheet, use the arrows at the top of the page. 
 

 
 
Once you are viewing the correct pay period, you will enter your hours worked in the fields 
below. 
 
 

REPORTING REGULAR HOURS 
 
Starting left to right: 
• On each row, choose from either Service, Training or Fundraising from the “Types of 

Time” drop-down menu. 

o The first time you do this, you must click the Search  button to bring up the list 
of types of time, and click on the appropriate type. 

o You will need to do this for each type of time in order to see all of them in the 
drop-down menu. 
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• Enter your start and end times in the “From” and “To” fields. Use only whole hours 
and/or quarter hours. 

• If your service day included more than one type of hours (e.g. Service, Training or 
Fundraising), use the plus symbol  to add a row. 

 

 
 
You will need to create at least two rows each day of service to account for your lunch break. 
Create an additional row by clicking the  button. 
 
EXAMPLE: As shown below, this member took a lunch break from noon to 1:00 p.m. Row 1 
shows them in service from 8:00 a.m. to noon, and Row 2 shows them back in service from  
1:00 p.m. to 5:00 p.m. 
 

 
  
Each row should account for a type of hours served. You may use the same type of 
hours served in both rows. 
 
 

REPORTING ABSENCES 
 
If you didn’t serve for part of, or a whole, regularly-scheduled service day, for those hours: 
• Skip the “Types of Time” drop-down menu. 
• Choose the appropriate reason from the “Time Off” drop-down menu. 

• Click the  symbol next to the “Time Off” drop-down menu to see the entire list to 
choose from. Then click on the appropriate reason. 

• Enter the total number of hours for each Time Off reason in the “Raw Total” field. 

 
 
NOTE: Absences do not count towards your total hours served for the program year.  
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REPORTING WEEKEND SERVICE AND OVER/UNDER HOURS 
 
The following situations require additional explanation on your timesheet: 
• Hours served on weekends 
• Hours served on most federal holidays (not including MLK Day) 
• Pay period TOTAL hours that are either under 50 or over 100 (this exception will appear 
on all days during this pay period, but only one note is required per time period) 
 
To add explanations, follow instructions under Adding Notes. 
 
Upon submitting your timesheet, you will receive a pop-up message reminding you to add notes 
for any of these reasons. 
 

Click the save button  in the menu bar at the top right of the screen if you want to save 
your changes and submit the timesheet later. 
 

Adding Notes 
To add notes to your timesheet, select the icon on the applicable day and enter explanation 
for hours served. 

 
 

Submitting Your Timesheet 
You will need to submit your timesheet at the end of the pay period. 
 
Once you are logged in to the system, your current timesheet will always be displayed. To 
navigate to the previous timesheet for submission, use the arrows at the top of the page. 
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Use the Submit for Approval button  at the top right of the screen. 

 
Once you have pressed the OK button, your timesheet will be submitted for the pay period. 
Submitted timesheets can no longer be edited. If you need to make a change, contact your 
supervisor or WSC/WRC program coordinator. 
 

My Report 
A report has been created called the “Total Hours Report” that will give you year to date service 
hours.  
 
Click on the tab “My Reports” then click on “My Saved Reports”.  
 

 
 
Click on the arrow key and it will give you year to date totals for your service term.  
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The electronic timesheet system started January 1, 2018 and the historical data from the first of 
the program year is not in the timesheet system at this time.  By the end of February that data 
will be entered and you’re year to date service hours will be correct.  
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