
When to fill out a timecard? 

1. If you are doing your normal job and are working additional/overtime hours but it is being paid 

by a different job or account number than your normal assignment. 

2. If you are stepping up working differential. Please note, if you are a 4 hour a day employee 

stepping up into a 7.5 hour employee, you will need to submit 2 cards. One for the stepping up 

portion and one for the additional 3.5 hours as a substitute. 

3. If you are being paid for a one time stipend. Please note, put the stipend amount in the 

comments section. 

Instructions 

Go to WCCUSD.net. Click on Departments & Areas for the drop down. Choose Business 

Services. Scroll to Payroll. Here you can see the quick links on the right. Choose Click here to 

access Online Timecard. You may want to bookmark this page so you can go straight in next 

time. Click button – go to form. 

 

 

 



 

 

Fill in your ID, LEGAL Last/First name (Do not put any nicknames or middle names you go by), and the 

Site/Dept where the work completed was done. Don’t put where you normally work if different, put 

where the work was completed. 

 

 

Click on the select button to choose either Hour, Day, Period, or Stipend. 

Click the date box and either type the date or choose on the calendar that pops up. 

Click the number box and put in how many units you chose. For example if you chose day do not put 

how many hours you worked. No need to leave any blanks to match any calendar. 

 

 

Click the dropdown to choose yes or no to are you stepping up. 

Type in the Job Title to job you are performing. If you are normally a typist clerk working as a playground 

supervisor, make sure you put playground supervisor. 

Type the person replaced if you are substituting for a particular person. 

 



 

 

If you know the GL code put on the left. Please use the format shown including the dashes. 

If you know the PCN or Allocation code put on the right. 

If you do not know, skip and the reviewer will need to put in the missing codes. 

 

 

Put any comments that will be used to calculate pay or for record keeping. Do not put any GL account 

codes, PCNs, or Allocation Codes. 

 

 

Type your name in the Employee’s signature. When complete, click blue box to add signature. 

 

 



 

 



 

Add any attachments needed for record keeping. 

 

Submit form by pushing pink box. 

You need to SELECT (Yes) in order for Chris Pharn to review a 

Time Card and Time Sheet.  Afterward Araceli Cervantes will 

put a PCN budget Code if everything has review it. 

 

 

Choose no, it has been submitted. If yes the following will appear. 

Yes 

Need to attach 

Time Sheet 



 

Ask your supervisor or office manager for help with the email address if needed. Once the section has 

been completed, press the blue button to send to this recipient. 

 

Araceli Cervantes 

Araceli.Cervantes@wccusd.net 

Araceli.Cervantes@wccusd.net 

cpharn@wccusd.net 



 

 

 

 

 

 

 

  

 

 

 

 

 



To Review time 

You will be sent an email to review time. 

 

 

Click the blue view your form. 

You can also view your inbox for further timecards so you don’t have to go back and forth between the 

k-12 site and your email. 

 

 

In this case an account code is required. Click over the name of the employee to review form. 

Fill in the GL or PCN/Allocation code. Add any comments you wish. Then click on the pink box that I have 

reviewed this form. 

 



 

 

You will then receive the above options. If you choose to send to the next approver the following will 

appear.  It then goes to the supervisor for approval 

 

 

 

You can correct/change any account codes. Click the button that states I have reviewed this form after 

you type your signature.  



 

 

It is very important that if the card needs to go to another department to make sure you forward to the 

next approver. 

 

The next approver will have the option of correcting/changing any codes. Type their name in the 

secondary signature spot and click I have reviewed this form. The card can then be forwarded to the 

appropriate payroll technician. 

 


