
PAYROLL TUTORIAL 
Please first follow the link and read the PDF on 
De Anza’s website. 



STEP 1 - GO TO MYPORTAL.FHDA.EDU. 



STEP 2 - ONCE INSIDE THE PORTAL, CLICK ON 
THE EMPLOYEES TAB AND CLICK ON TIME 
SHEETS. 



STEP 3 – AFTER CLICKING ON TIME SHEET, 
YOU WILL SEE YOUR CHOICES OF A TIME 
CARD! 

Make sure you select the 
right time card and the right 

time period!!! 



STEP 4 – FILLING IN YOUR TIME 
CARD 

Use “Enter Hours” to 
fill in your time card! 

Use the navigation buttons to go to 
previous/next date, restart your card, or 

submit for approval from Supervisor 



STEP 5 – START FILLING IN THE 
HOURS IN 15 MINUTE INTERVALS 

When entering your 
hours, be careful with 

AM/PM!!! 



YOU CAN LEAVE COMMENTS BY CLICKING 
“COMMENTS” IN THE NAVIGATION BAR 
FROM STEP 4! 

You can use the comment 
box to leave notes for your 

supervisor! 



FOR MORE INFORMATION ABOUT PAYROLL 
AND MYPORTAL, PLEASE REFER TO 
1.) PDF 
2.) FINANCIAL AID – STUDENT EMPLOYMENT 
3.) TUTOR PAYROLL INFO 
4.) FOR SENIOR TUTORS 


