ONLINE ELECTRONIC TIME SHEET ON DEMAND TRAINING

Part-time employees and their supervisors are required to take training on how to use the electronic
time sheet system.

Training will be delivered online through eCampus. Each section will be open for the entire semester to
allow participants to log in at their convenience and complete the self-paced training. Generally, it will
take no more than an hour to complete the training. You can print a certificate upon successful
completion of the class. You must score at least a 95 on the quiz to pass.

Registration is online through eConnect; registration instructions are provided below.

One hour of staff enrichment credit will be given upon successful completion. Grades will be entered in
eConnect after you have completed the class. Please allow up to one week after completing the class to
look for credit on your Staff Enrichment Report.

Registration Instructions:
e Login to eConnect as an Employee
e Choose “Register for Staff Enrichment” on the Employee menu.
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e  Fill out the form (3 steps)
1. Term: Enter the current term
2. Course information:
= Course: Select XTOT from the list
= Course #: 1000
= Section #: Time Sheet Entry for Part-time Employees — 94501
Time Sheet Approval for Supervisors — 94502

3. Click Submit.
NOTE: You must leave all other fields blank.

Class instructions are on the next page



Class Instructions:

The class takes place in eCampus (http://ecampus.dcccd.edu).

If you do not already have an eCampus login, it will be created for you (please allow 24 hours).
Your eCampus login ID is your employee ID preceeded by a lower case ‘e’. If your employee ID is
1234567 your eCampus login is e1234567.

The first time you log in your password will be the same as your user name and you will be
required to change it. Please call 972-669-6477 if you are having trouble logging into eCampus.
Click Start Here in the class menu for instructions.

Quiz Instructions:

e You must make a 95 or above to pass the quiz. You can take the quiz more than once.
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Have you clicked the Check Answers and Finish buttons? Be sure to
check your grade in the Grades area on the menu.

After finishing this lesson, complete the form below

Type your name or identifier;
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Print Certificate

e For the quiz to be graded you have to:
1. Click Check Answers
2. Print your certificate if desired
3. Click Finish
e If you fail to click Check Answers then Finish, your grade will not appear in the Grade Center.
Please verify your grade is there by clicking Grades on the class menu.

I Need Help!

e For technical help with eCampus or eConnect please call the Employee Helpdesk at 972-669-
6477.

For questions about the class content please call Software Training at 972-669-6461 or email
Softwaretraining.

For payroll policy questions please contact the HR or Payroll office at your location.




