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1. After you have received your approval email, you are able to access and enter your online 

timesheets. To get to your timesheets you will first go on to the vvc.edu website. At the top of 

the webpage click on the DEPARTMENTS  link.  

 

 

 

2. From there you will see that each department  is alphabatized. Scroll down to ‘Payroll and 

Benefits’  and click on the link.  

 

PROCEDURE 
 
Entering/Submitting your online timesheet  
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3. After you click that link, you will be brought to a page which looks like this. From here you will 

click on ‘Acess Online System Now’ button with the computer on it.  

 

4. That link will direct you to this webpage here. Here you will see two tabs to choose from 

Employees and Employers & Admininstrator. Scroll over the Employees area and from those 

options click on ‘My Timesheets’.  
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5. After you click that link you will be brought to the login page to get access to your online 

timesheets. The email address will be the one that you had used to apply for this job and the 

one that had the approval email sent to. For your first login you will click on the ‘Forgot 

Password’ link down at the bottom. Enter the email address you entered when you requested 

login access to the site. You will receive an email. Click the link in the email which will allow you 

to create a password. Be sure to use the email address and password you created for future log-

ins. 

 

6. After you are logged in you will be brought to a page with the department you are working in. If 

you are hired in multiple departments there will be different lines for each one, so each will 

have an independent timesheet for that specified department. To get where you submit the 

hours you will click the link underneath the Title column.  
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7. You will then be brought to a timesheet pay period list, which will have all the timesheets that 

you are approved to work for. To begin submitting hours for the proper pay period you will need 

to click the ‘Go to time sheet’ link under the Time Sheet column.  

 

 

8. You are now on the actual timesheet to enter your hours worked each day. To begin entering 

hours you will click the ‘Add New Entry’ link at the bottom of the Time Sheet Entries box.   
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9. Once you do that four drop down boxes will appear for entry. The first available date will 

automatically come up when you first add your entry, to change the date (and hours worked) 

you will hit the arrow, then you will be able to see the dates available. Days will not be shown if 

they have not yet occurred.  

 

 

10. Once you have the correct date you will then be able to adjust your hours to the hours you had 

worked for the day. You will do the same as changing the date by hitting the drop down arrow 

and choosing the appropriate time listed. Unlike the paper timesheets, where you would 

originally clock in and out the times for your break, all you need to do for this system is add how 

long your break in the ‘Break’ area. After you have entered the correct hour you will hit ‘Add’.  
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11. Once you have entered all the hours for each day worked, it will show you the total hours at the 

bottom of your timesheet.  

 

12. If you are a sub worker you will need to identify which person you are subbing for. Underneath 

your timesheet is a box with a variety of tabs to choose from, you will need to go into the Notes 

tab. When you are in there you will click on the Add note link and then identify the day and who 

you subbed for that day. If you only subbed for one person that entire timesheet you can simply 

put “All days subbed for (name of person)” If the spot is just vacant simply just put vacant.  

 

13. If you put more hours than what you are alloted for then you will get an error message at the 

top of your screen. If you think that this is incorrect and you should be allowed those hours, 

then you will need to contact your supervisor to see if there is a needed adjustment to your 

awards.  
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14. Once all of your hours have been entered and re-checked you will click the ‘Submit time sheet’  

link on the far right-hand side in the gray box.  

 

15. Your completed timesheet will then appear on the screen once more. Verify the dates one last 

time and once you are sure that all has been entered correctly you will hit the ‘Submit Time 

Sheet’ box at the bottom of your timesheet.  

 

16. Your timesheet now has been submitted for your managers review. Once you submit your 

timesheet you will no longer have access to it to make any changes. If your manager notices 

anything that seems wrong, they will reject your timsheet and send an email for you to make 

the needed corrections and re-submit.  

 

 


