TIMECARD ONLINE is a tab available through the EMPLOYEE ONLINE product.

Employee Online Timecard Online

STEP 1: Choose from the JULY open pay period

—

SAVE to revisit
at a later date,
and to
calculate totals

Employee Info Leave Info
ID: Selected Period: | Next Payroll - 1901007 V| Batch: TO1901007 A
MName: 6/9/2019 - 71372019 Dept. 23 v
L (RS | WL LR e | ADMIN ADDITIONAL DAYS \/
TC Status: Open PayClass: 120 Calendar: ADMIN PayRate: | Save || Submit Time
HrsiDay: 8.00 Position: AD35ASPR Supervisor: Undefined Calendar == Prev Next ==
" Sun Mon Tue Wed Thu Fri Sat Thi ek
Hour Title 69 610 611 612 613 614 615 Job total | A14OPS
VACATION
BUYBACK
STEP 2: Use the
“Next” link to
move to the last
day of the contract
period: Sun 6/30
eek
| . leks
Empioyee Info Leave Info
0. Selected Period: | Next Payrell - 1901007 Vv Batch: TO1901007 A
MName: 6/9/2019 - 713/2019 Dept 23 L%
STEP 4.
L0 N WL R e e L ADMIN ADDITIONAL DAYS /]
SUBMIT to
TC Status: Open PayClass: 120 Calendar: ADMIN PayRate: Save || Submit Time <
\l_ send for
Hrs/Day: 8.00 Position: AD35ASPR Supervisor: Undefined Calendar == Prev approval
" Sun Mon Tue Wed Fri Sat This week
Hour Title 6130 n n 713 - 715 76 Job total | A14ODS
VACATION
BUYBACK 1320 13.00 13.00
STEP 3: On 6/30, enter the number of
DAYS you are requesting for buy back (no
more than 13)
| | |
Employee Verification
| hereby state that the timecard entries | am submitting are accurate and truthful to the 13.00 13.00
best of my knowledge. By clicking the 'Submit' button again, | make that promise. 13.00 13.00

4 Submit X Cancel

STEP 4: Before clicking on SUBMIT, be certain this is what you want. Once submitted, the records will
route to the Payroll office and you will not be able to add or edit the records. If an error has been

identified, you will need to contact the payroll office directly.

You will receive an email once your records have been received by the payroll office, completing the

electronic approval process!
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