Timecard Creditor Job Aid

Click on a blue field to enter Data
	Enter the Program Name or Location Name
	Enter the Location Number (This will update the budget code)
	Enter the approving Manager’s Name
	Enter the Employee’s ID and Name
	Select the Assignment 
		Direct Service has an hour limit of 12
		Direct Service and Non-Classroom has an hour limit of 6
	Select the Election (Hours or CEU)
If selecting CEUs the timecard data is complete *Additional requirement(s) must be done outside the timecard process
		If selecting Hours place the hours on the days to be paid
			Hours can not exceed 2 on a given day
	Check the OK to Process Column to ensure there are no errors	
Save File
	Select File; Save as
	Rename File to Continuing Education SLA *Location Name*
[bookmark: _GoBack]	Click Save* You may need to number if creating an additional spreadsheet
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Email Timecard to the approver
Approver: Review and email completed timecard to payroll.support@sanjuan.edu stating approval
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