
 
 

 
 
 
 
 

Quick Reference Guide 
Time and Expense 

 



 

Portal Access  
 

1. Go to Portal.pfitech.com or your employer’s website. 
 
 

 
 
 

 
 

 
If you have login issue, send an email to: support@pfitech.com 



 

  Time Entry  
 

 Each week you will be required to submit a timesheet for worked hours prior to weekly deadline (Sunday 11:59 PM PST). After log 
in, the homepage will display. Homepage displays announcements and important information. 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 
 To add time, click on “Employee” located on blue navigation bar (top of the page). 

 

 

  
 

 Main time sheet view 

 
 
 
 
 
 



Time Entry – cont.  
 

 Select “Add Task” 
 

 
 

 

 
 
 



 
 

 Saved View 

 
 

 
 

 NOTES:  
 Hours can be revised any time prior to submittal. 
 All overtime must be pre-approved. Comments are required for overtime justification (Reason for OT plus Name of Approver). 
 Timesheet must be “saved” prior to changing account/site. 
 When entering multiple accounts/sites, a new timesheet will be generated. Weekly totals will compute on the backend. 
 If adding time on multiple accounts/sites, enter “Time-Off” hours under primary account. 
 Once a timesheet is submitted, an email confirmation will be sent to both employee and supervisor. 



 

Expense Entry  
 

 After selecting “Add Expense” (see previous screenshot) complete all dropdown options. 

 
 

 NOTES: 

 All expenses must have a valid receipt except for mileage. 

 Include detailed descriptions on all expense. 

 The following attachment types are accepted.  Keep in mind there a 10MB upload limit per-attachment.  

• DOCX or XLSX (Microsoft Word & Excel 2007 and up) 

• PDF (Adobe Acrobat)  

• TXT or CSV (Standard Text file) 

• JPG or GIF (Standard Photo formats) 
 



   Final Time & Expense Review 
 

 
  NOTES: 

 Review entire timesheet prior to submitting. 
 If you have any questions, click on blue “Approver: Name” box to email your supervisor. 
 Selecting “Save & Submit” will submit all time entry’s and expense entered. This should be the last step after ensuring accuracy. 

 
 
 

 



 
 
 

 Company Contact Information



 


