
 

PSW Timecard Portal Quick-Reference Guide 
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First, a few key points: 

• This portal is not replacing the timecard inbox, as was previously announced. Instead, it 
will be an alternative method of secure submission. 

• All past procedures still apply. 
o TCs must still be correctly signed and dated by all parties! 
o Time must still be tracked separately in eXPRS.  
o Don’t wait too long to turn in your timecards! 
o Late submissions are inadmissible exactly one year after the latest date on the 

card. 
• On initial login: you will be prompted to change your password. 

o Should you forget your password, DDS can help you reset it.  
o For account assistance, contact pswportalhelp@lanecountyor.gov  

 

How to Utilize the PSW Timecard Portal 
 

1. This is the view you will see when you first land on the portal website, click Sign In to get 
started: 
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2. This is what the Sign In page looks like, your username will ALWAYS be your SPD 

provider ID, your default password will be LaneCo24! (Upon initial login, you will be 
asked to set your own password)

 
3. After signing in, you will be brought to the PSW dashboard. On this page you will be able 

to see the expiration dates for your relevant credentials such as Criminal History Check 
(CHC) and Provider Enrollment Agreement (PEA). To view your list of clients and submit 
timecards, click “Client” :  

 
 
 



4. The client button will bring you to this list view. To begin submitting a timecard, click the 
blue gear icon next to the correct individual’s name: 

 
5. When you click the blue Gear, this sub-menu will pop up. Click “Time Cards” on this 

menu.  

 
6. That button will bring you to the list of all on-file timecards you have submitted for that 

individual. To add a new one, click “Add New”  

 



7. When you click “Add New”, you will be prompted to set the start and end date for the 
timecard. Fill in those dates and hit save: 

 

 

 

 

8. After saving the dates, you will be brought back to the list of timecards, this time with a 
row with no attachments. To attach your time card, click the blue 0 in the attachment 
column: 

 

 

 

 

 

 

 

 



9. Clicking that zero will bring you to the attach file screen. The information for the file will 
be pre-filled. Click “Add Row” on this screen for each document you need to attach: 

 
 

10. Once a row has been added, you can click “Browse” in that row to upload your file. This 
will open your device’s file explorer, where you can then locate and select your 
document:  

 
 

11. Once your document has been selected and uploaded, BE SURE to click the save 
button. If you have uploaded the file correctly, you will see the 0 in the attachments 
column turn to a 1, as shown here: 

 

 

12. CONGRATULATIONS you have successfully completed a timecard submission through 
the PSW Timecard Portal! 


