
HRAssist ‐ Full Time Employee Time and Leave System

User Guide for Supervisors 

HRAssist is the College’s official Time and Leave application for full time employees. 

To log in (see Fig. 1), enter your college username 
and password.  

Username: Firstname.LastName
Password: Email Password

*Do not include @law.cuny.edu in your 
username. Figure 1 

Upon a successful log in, you will be able to select 
from 6 options (see Fig. 2).  

Figure 2 

✓ To review a timesheet, click on the Timesheet link. Supervisors can make changes 
and enter comments on the timesheet.

✓ To approve all submitted timesheets, click on the Approve All T/S button. You are 
expected to review timesheets prior to approval. Once you approve a timesheet, you 
may not make further changes.

✓ To approve some timesheets, click the check box on the selected timesheet rows and 
click on the Approve Selected T/S button. Please note that only submitted and not 
approved timesheets can be selected.
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