STUDENT TIME CARD INSTRUCTIONS
Completing Timecard

1) Open timecard

2) Enter last name, first name, SS# (last 4), and select Department.
3) Begin entering hours worked. Must enter as 8:00 AM – 12:00 PM etc, make sure AM and PM are correct and make sure there is a space between the hour and the AM or PM or it will not calculate.
4) When completed, print timecard, sign, and get supervisor signature before submitting for payment. 
5) (If you do not have access to a printer you can e-mail the timecard to your supervisor to print out and sign. Then you will need to go by and pick it up and sign it and bring to the payroll office.)
