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THE PROCESS 

*If you upload your timesheet online, do NOT mail in the original timesheet. 
(1) Upload a timesheet. 

(2) Review 

• ISS reviews the upload for image quality/readability.  

• A timesheet marked as “Approved” at this stage does not mean that all the 
information on the timesheet has been validated. 

• Rejected Uploads: 

• If upon review your uploaded timesheet is rejected, you will need to resubmit 
it or mail it to ISS. 

• If your upload is rejected, you will receive an email notification informing you 
of the reason why. 

• Common reasons a timesheet upload may be rejected include: poor/
unreadable image quality, wrong document type uploaded, timesheet is not 
signed by the required parties, etc. 

(3) Normal Payroll Processing 

• Upon approval, your timesheet will go through normal payroll processing. 
(4) Payment 
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The Details 
LOGGING INTO THE PORTAL FOR THE FIRST TIME 

The first time you log into the portal, you will be asked to set a new password. 

(1) Go to portal.issny.org, or click on the link provided in your invitation email. 

 

(2) Log in with the username and password that was emailed to you. 

(3) In the “Change Your Password” form, type the current password (the one you just 
used to log in). 
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(4) Enter a new password. 

(5) Click Change Password. 

(6) You will see a success banner across the top. 

 

(7) Navigate to Home. 

(a) Click the avatar icon in the upper right. 

 

(b) Click Home. 
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UPLOAD A TIMESHEET 

*If you upload your timesheet online, do NOT mail in the original timesheet. 

(1) Log in to the portal at portal.issny.org using your mobile phone or other device. 

(2) From the Home page, click Submit Timesheets. 

 

(3) Click Upload New Timesheet. 

 

page  of 7 11

http://portal.issny.org


 

Timesheet Upload Guide 

(4) Complete the form. 

 

(a) Select a Participant. 

(b) Select a Staff Person, if not pre-selected. 

(c) Select a Job Title. 

(d) Choose a document. 

• Upload your timesheet as a PDF, JPG, or PNG file. 

• See the section “Suggestions for Capturing a Quality Scan Image” below for 
tips on taking a quality scan image using your phone’s camera. 

(e) Add comments (optional). 

(5) Click Submit. 
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SUGGESTIONS FOR CAPTURING A QUALITY SCAN IMAGE 

Regardless of device, make sure to scan your timesheet in a well-lit area. 

For iOS Devices 
There are several apps available on the App Store you can use to create a scan using your 
iPhone’s camera. This can also be done natively using the Notes app: 

(1) Open Notes. 

(2) Create a new note. 

(3) Tap the camera icon, then tap Scan Documents. 

(4) Position your timesheet in the camera’s view. 

(5) Capture the image. 

(6) Adjust the corners as needed. 

(7) Tap Keep Scan. 

(8) Tap Save. 

(9) Tap the Share icon. 

(10)Tap Save to Files. 

(11) Choose a location to which to save the file. You will select the document from this 
location when you upload the timesheet. 

For Android Devices 
There are several apps available on the Google Play store, including Clear Scan and 
Microsoft Office Lens, both of which are free. You can use one of these to scan your 
timesheet and save it to your device to upload in the portal. You can also use Google Drive, 
which comes pre-installed on most Android devices: 

(1) Open the Google Drive app on your device. 

(2) Tap the “+” button. 

(3) Tap Scan. 

(4) Follow the prompts to scan, crop, and save the image. 
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CHECKING THE STATUS OF AN UPLOAD 

To view a list of all of your uploaded timesheets and check their statuses, click Submit 
Timesheets from the home page of the portal. 
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FAQ 
The Participant, Staff Person, or Job Title I’m looking for isn’t in the 
drop-down list. 
To address this situation, contact ISS via email to hr@issny.org or by calling (845) 794-5218 
and following the prompts to HR. 

Why was my timesheet upload rejected? 
Common reasons a timesheet upload is rejected include poor/unreadable image quality, 
wrong document type uploaded, and the timesheet not being signed by the required 
parties.
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