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How to Submit Timesheet  
on Hire Up Portal 

  
 
 
 

 

The importance of submitting your timesheets on time is paramount. We understand the significance of a 
seamless payroll process. Rest assured, Kirkman Beck LLC (i.e. Hire Up) has streamlined the procedure to 
make it incredibly easy for everyone. Follow the simple directions below to effortlessly submit your 
timesheets each week and ensure timely payment. 

 
Please follow the instructions below to submit Timesheet by Monday each week: 

1. Please visit the Hire Up Portal Link provided below. 
Link:  https://hireup.bbo.bullhornstaffing.com/Login/?sReferrer=L2VtcGxveWVlLw== 

 
2. Once on Hire Up Portal Login page, please use your Hire Up credentials to login 

 
3. The website should log you in and immediately show you the “Timesheets” tab. On the 

Timesheets tab, please select “Blank Timesheet” and click “Create” 

 

https://hireup.bbo.bullhornstaffing.com/Login/?sReferrer=L2VtcGxveWVlLw%3D%3D
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4. Once you’ve created your Blank Timesheet, the current Payroll Cycle will appear on the Left 
Hand Side. Please click one day at a time to add your Hours. 

 
5. After selecting a day that you worked, go ahead and click “Add Block” twice 
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6. Once you have 3 rows showing, then go ahead and add your hours. Please follow the 
following Guidelines to properly add your hours: 

a. REMINDER: Please change the 2nd Row “Hours Type” to “Lunch” to ensure hours are 
logged correctly. 

 

 
7. After plugging in ALL your hours for the week, please select “Submit Timesheet”. 

a. Please do NOT submit before entering ALL hours for the week. Once timesheet is 
submitted, the Payroll week Timesheet cannot be adjusted. If submitted prematurely, 
please contact payroll@hireupss.com . 

 

 

 

mailto:payroll@hireupss.com
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8. When Submitting Timesheet, a notification will appear as a reminder of Payroll Accuracy Laws 
and the Hire Up Paid Sick Leave Policy. Clicking “Accept” will officially Submit your timesheet. 

 
9. Once you’ve clicked “Accept”, your timesheet will be officially Submitted. If there is any errors or 

any additional adjustments that need to be made after Submitting the Timesheet, please email 
payroll@hireupss.com for assistance. 

 
 
 
 
 
 
 
 
 
 
 
 
 

mailto:payroll@hireupss.com
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Please follow the instructions below to add Paid Sick Leave hours to Timesheet if working in Qualified 
State mandated State (i.e. California) :  

1. After logging into Hire Up Portal and Creating a “Blank Timesheet”, please Add the hours that you 
have worked. After Worked Hours have been added, please select the Day that you would like 
to add Paid Sick Leave to. 

o If you intend to use “PSL” hours for a full workday’s worth, please enter the hours 
you would’ve worked and change the Hours Type to “PSL”. 

 

 
o If you intend to use “PSL” hours for only a partial workday’s worth, please enter the hours 

your worked hours (as normal), then add the hours you would’ve worked and change 
the Hours Type to “PSL”. 

 


