
WORKSHIP
Hours Submission Tutorial



First, you’ll go to my.pba.edu. This is the home page you will see.

https://my.pba.edu/ICS/


Next, you’ll need to login. You’ll find the login button on the upper left hand side of the myPBA home page.



After logging in, you’ll see the same home page, but with your information available to you.



From the myPBA home page, you’ll click on “departments” in the horizontal menu towards the top of the page.



On the departments page, you’ll find links to all of the various departments at PBA.



Scroll down on the departments list. Workship will be at the bottom. Then you click on the link.



Sailfish Jack

This is the Workship home page. Here you can find updates, general information, and see how many hours you have.



On the left side of the page, you’ll click on “submit Workship hours” from the list. 
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This is the new Workship hour submission form. Your information should show up at the top of the form.
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You’ll scroll down and begin filling out the form. 



There’s a lot of information, but do your best to fill out as much as possible. This will help us approve your hours quickly.



When you’ve finished putting in your information, you’ll click submit. And that’s it!



HELPFUL TIPS
Be sure to get your supervisor’s information (phone number, email) - grab their business
card if they have one.

Put in your hours as soon as possible after finishing serving so that you don’t forget and
you get approved sooner.

Bookmark submission page so you can find it easier next time.

Don’t be afraid to ask questions! Visit us in the Workship and Career Development Office
upstairs in the Lassiter Student Center, suite 231, or email us at workship@pba.edu.



Reach out to workship@pba.edu with any additional questions.

THANKS!


