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TIMECARD ONLINE

Your Guide to Entering Time in Timecard Online
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LOGGING IN

How To Log Into Timecard Online
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How to Get to Timecard Online

Go to
Select FACULTY/STAFF

Select Quick Links

Select Employee Online

DISTRICT HOME SCHOOLS »

Billings Enroll Today! Parents/Students~ Faculty/Staff PowerSchool ~School Calendars

%Publm Schools

By using our resources in a responsible and transparent way, we are able to provide diverse opportunities for our
students that empower them to achieve their full potential. Our Board members petition the State Legislature
to advocate for laws that have our students’ best interest in mind and support our strategic goals. Billings Public
Schools also works closely with community employers and area colleges to expand our Career Technical
Education and Dual Credit opportunities. Programs like these provide students with the necessary tools to
prepare them for college and be successful members of the workforce.
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https://www.billingsschools.org/
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ENTERING REGULAR

HOURS

How to Enter Regular Work Hours Into Timecard Online




Enter Regular Hours in Hourly Row

H Cod Sun Mon Tue Wed Thu Fri Sat This week
el 715 716 TH7 718 7119 7120 7121 Job total

HOURLY
OVERTIME
SICKUSED
VAC USED

HOLIDAY
ATRA HOL T
COMPEARN
COMPUSED
JURY PAY

CFI FAID

UNPAID
BEREVPAY

All Jobs

This week

All weeks



SAVE YOUR TIME CARD

TC Status: Open PayClass: 500 Calendar: r?MEONTH PayRate: 19.30000 Save || Submit Time

Hrs/Day: 5.00 Position: 07DS01ACC3 Supervisor: Undefined Calendar == FPrev Next ==

T Sun Mon Tue Wed Thu Fri Sat This wipk
D e 715 716 THT 718 7119 7120 7121 Job total

HOURLY g .
OVERTIME
SICKUSED
VAC USED

HOLIDAY
XTRA HOL
COMPEARN
COMPUSED
JURY PAY

CFI PAID

UNPAID
BEREVPAY

This week

All Jobs

All weeks
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ENTERING OVER

TIME HOURS

How to Enter Over Time Work Hours Into Timecard Online




Enter reason for OT in notes section

Enter Overtime Hours In
OVERTIME Row

TC Status: Open

Select “..."

Select ReasonCD>OT
Enter NOTE

Save

SAVE YOUR TIME CARD

Hrs/Day: 5.00

PayClass: 500

12
Calendar: MONTH

PayRate: 19.30000

Position: 07DS01ACC3 Supervisor: Undefined

Save

| | Submit Time

Calendar

Mext ==

Hour Code

Sun
M5

Mon
M6

Tue
T

Wed
ik ]

Thu
719

Fri
Ti20

Sat
721

This week
Job total

All Jobs

HOURLY

g.00

§.00

5.00

OVERTIME

SICKUSED

VAC USED

HOLIDAY

ATRAHOL

COMPEARN

COMPUSED

JURY PAY

CFI PAID

UNPAID

BEREVFAY

This week

.00

4.00

4.00

All weeks

8.00

§.00

8.00
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ENTERING SICK

HOURS

How to Enter Sick Hours Into Timecard Online




Enter Sick Hours In
SICKUSED Row

. . TC Status: Open PayClass: 500 Calendar: 12 PayRate: 19.30000 Save Submit Time
Please note in this example MORIT
_I.he employee Worked 4 hOUI’S Hrs/Day: 3.00 Position: 07DS01ACC3 Supervisor: Undefined Calendar Next ==
reguk:”' poy Ond fook 4 hOUrS Hour Lo ?.':g I::E -Tr.':g H;::g ;.'Ts; Tlgiu TS.';: Tﬂﬁﬁﬁr Al Jobs
f o HOURLY g.00 | J 12.00 12.00
O Sle |eCIV€. OVERTIME 0.50 0.50 0.50
SICKUSED I} 4,00 4,00
SAVE YOUR TIME CARD it
HOLIDAY
XTRA HOL
*Make sure your time COMPEARN
matches with your approved ﬁﬁ;“i‘;ii”
leave request CFI PAID
UNPAID
BEREVPAY
This week 8.50 8.00 16.50 16.50
All weeks 8.50 8.00 16.50 16.50
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ENTERING

VACATION HOURS

How to Enter Vacation Hours Info Timecard Online




Enter Vacation Hours In
VAC USED Row

Please note in this example the

employee used 8 hours of TC Status: Open  PayClass: 500 Calendar: |2 . PayRate: 19.80000 Save || Submit Time
VGCCIT]OI’] Time, Hrs/Day: 8.00 Position: 07DS01ACC3 Supervisor: Undefined Calendar Next ==
owcose | swr | e | e | e [T | e || s
Vacation hours are based on Toy 8.00 | 4.0 - CU
0.50 . -
your FTE refer to Hrs/Day. - — el
VAC USED
If you only work 2 hours/day, xHT[;iDH?L
you can only use 2 vacation AR
hours/day. COMPUSED
JURY PAY
CFI PAID
SAVE YOUR TIME CARD UNPAID
BEREVPAY
*Make sure your time matches ek S N 0 1650 | 16.50
All weeks 8.50 8.00 16.50 16.50

with your approved leave
request
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ENTERING HOLIDAY

HOURS

How to Enter Holiday Hours Into Timecard Online




Enter Holiday Hours in HOLIDAY ROW

HOlIdOy hours Ore bgsed On FTE' TC Status: Open PayClass: 500 Calendar: r?MEONTH PayRate: 19.80000 Save || Submit Time
refer TO HrS/DGy Hrs/Day: &.00 Position: 07DS01ACC3 Supervisor: Undefined Calendar Mexd ==
Hour Code | 7 i L ma e bl 721 | o total | Al Jobs
Refer to your work calendar for HOURLY 5.00 4.00 5.00 2000 | 20.00
designo’red HO”dOYS. OVERTIME 0.50 0.50 0.50
SICKUSED 4.00 4.00 4.00
) ) VAC USED 8.00 8.00 2.00
You need to be in a paid status HOLIDAY
the day before and the day after RO
to qualif = I
q Y. COMPUSED -
JURY PAY
You do notf have to complete @ i
UNPAID
leave request for these days. —CREVPAY
This week B.50 B.00 B.00 B.00 32.50 32.50
SAVE YOUR TIME CARD All weeks 8.50 8.00 8.00 8.00 32.50 32.50




ENTERING EXTRA HOLIDAY,
COMP, JURY, CF,

BEREAVEMENT, & UNPAID




Enter hours Iin their respective row.

Please note if you do not have enough
accumulated hours (verify accumulated
hours with leave tracking) the box will be
highlighted with red and you will not be
able to save.

If you do not have enough leave hours
input unpaid hours.

CFl and BEREVPAY hours need to be
approved by HR.

SAVE YOUR TIME CARD

*Make sure your time matches with your
approved leave request

TC Status: Open PayClass: 500 Calendar: r1-12CJNTH PayRate: 19.80000 Save || Submit Time
Hrs/Day: 8.00 Position: 07DS01ACCS Supervisor: Undefined Calendar Mext ==
Hour Code | 742 s "7 718 71 7120 721 | Jobtotal | AllJobs
HOURLY 8.00 4,00 12.00 12.00
OVERTIME 0.50 0.50 0.50
SICKUSED 4.00 4.00 4.00
VAC USED 8.00 8.00 8.00
HOLIDAY 8.00 8.00 8.00
XTRAHOL
COMPEARN Ls
COMPUSED
JURY PAY
CFI PAID
UNPAID
BEREVFPAY 16.00
This week 8.50 8.00 8.00 8.00 32.50 32.50
All weeks 8.50 8.00 8.00 16.00 8.00 48.50 48.50
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ENTERING XS HOURS |

How to Enter Extra Secretary Hours Into Timecard Online




Enter Extra Secretary Hours In
respective row.

XS are defined as follows:
« 80 hours dllocated to elementary
secretaries to use for secretarial work
throughout the fiscal year

° Any hours Worked over FTE or TC Status: Open PayClass: 500 Calendar: r1r120NTH PayRate: 19.80000 Save || Submit Time
befOI’e/OfTel’ .I_he deSIgﬂOTed -l O Hrs/Day: 3.00 Position: 07DS01ACC3 Supervisor: Undefined Calendar MNext ==
month calendar HourCode | 7ie | 7he | 77 | as | 7ms | 720 | 721 | Sobtotal | AMJebs

HOURLY | . 40.00 40.00
OVERTIME [
XS cannot be comped SICKUSED
VAC USED
HOLIDAY

Before regular work days begin, as per 10 XTRA HOL
Month Calendar, hours will be reported o  [comMPEARN
payroll by fully completed Blue Sheet Smi e S

JURY PAY
CFI PAID
After regular work days begin, as per 10 B;’:ET;L
Month Calendar, hours will be reported to e oo — — — — R

payroll by indicating XS on Timecard Online. [ nweeks 800 | 800 | 800 | 800 | so00 4000 | 400






