
National Able Network
Senior Community Service Employment Program (SCSEP) 

Timecard Entry & Approval
For Host Agency Supervisors 



OBJECTIVES

Enter In Kind hours 

Enter hours & approve timecards for participants  



LOG IN TO PAYCOR @ paycor.com



HOME> MANAGE EMPLOYEES



NEW MANAGE PEOPLE VIEW



SEARCH FOR PARTICIPANT

Tina Trainee



SELECT TIME CARD  



DAILY DETAILS VIEW

1.
2.

3.



ADD IN KIND HOURS IN DAILY DETAILS VIEW



ADD HOURS, SELECT IN KIND & CLICK SAVE

Do not 

change 

department



ADD IN KIND HOURS FOR OTHER DAYS 



EDIT OR DELETE HOURS: DAILY DETAILS VIEW



EDIT HOURS, SELECT IN KIND & CLICK SAVE



Enter hours & approve timecards for 
participants  



ADD PARTICIPANT HOURS IN PROJECT TIME SHEET  



PROJECT TIMESHEET
Note: You will 

need to ADD A 

New Allocation 

for each 

Labor Code 

(i.e. TRN, CMS, 

HOL, etc.)



NEW ALLOCATION

DO NOT 

CHANGE 

DEPARTMENT 



SELECT LABOR CODE TO ADD THE ALLOCATIONS



ADD HOURS BASED ON ALLOCATION

1.

2.



CONTINUE ADDING HOURS & CLICK SAVE



SCROLL DOWN TO VIEW TOTAL HOURS



EDIT OR DELETE HOURS: PROJECT TIME SHEET 
VIEW 1 of 3



EDIT OR DELETE HOURS 2 of 3 

Delete



EDIT OR DELETE HOURS 3 of 3



SAVING TIMECARDS
Participant 

will need to 

approve 

timecard 

BEFORE 

SUPERVISOR 

APPROVES 

TIME CARD



PARTICIPANT APPROVES TIME CARD 

Participant 

will need to 

approve 

timecard 

BEFORE 

SUPERVISOR 

APPROVES 

TIME CARD



SUPERVISOR APPROVES TIME CARD BY FRIDAY!
Participant 

will need to 

approve 

timecard 

BEFORE 

SUPERVISOR 

APPROVES 

TIME CARD



This concludes the training. 

If you have any questions, please reach 
out to the participant’s Career Coach.

THANK YOU!
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