
National Able Network
Senior Community Service Employment Program 

(SCSEP) 

Timecard Entry & Approval
For Participants



OBJECTIVES

Register Paycor Account

Enter hours & approve timecards 



FIRST STEP…

124510

https://secure.paycor.com/accounts/userregistration/register

https://secure.paycor.com/accounts/userregistration/register


DOB & Social Security Number



CREATE NEW ACCOUNT



CREATE YOUR SIGN IN CREDENTIALS



SECURITY SETUP



READY TO LOG IN



LOG IN TO PAYCOR 



HOME> TIMECARD



DAILY DETAILS VIEW

1.

2.



PROJECT TIMESHEET



NEW ALLOCATION

DO NOT 

CHANGE 

DEPARTMENT 



SELECT LABOR CODE: COMMUNITY SERVICE 
OR TRAINING

Select 

labor code 

using drop 

down. 



ADD HOURS BASED ON ALLOCATION

1.

2.



CONTINUE ADDING HOURS AND CLICK SAVE



SCROLL DOWN TO VIEW TOTAL HOURS



EDIT OR DELETE HOURS 1 of 3



EDIT OR DELETE HOURS 2 of 3 

Delete



EDIT OR DELETE HOURS 3 of 3



APPROVE TIME CARD BY FRIDAY! 



DO NOT MAKE CHANGES AFTER APPROVED! 

DO NOT MAKE 

CHANGES 

AFTER YOU 

HAVE 

APPROVED 

YOUR TIME 

CARD. 

If you need to 

make changes 

after you have 

approved your 

time card, 

speak with your 

Supervisor/ 

Career Coach 



DAILY DETAILS VIEW: TOTAL HOURS



This concludes the training. 

If you have any questions, please reach 
out to your Career Coach. 

THANK YOU!
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