
 

OOnnlliinnee  EElleeccttrroonniicc  TTiimmee  SShheeeett  oonn  DDeemmaanndd  TTrraaiinniinngg  

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: 
••  LLooggiinn  ttoo  eeCCoonnnneecctt  aass  aann  EEmmppllooyyeeee  
••  CChhoooossee  ““RReeggiisstteerr  ffoorr  SSttaaffff  EEnnrriicchhmmeenntt””  oonn  tthhee  EEmmppllooyyeeee  mmeennuu..  

  
••  FFiillll  oouutt  tthhee  ffoorrmm  ((33  sstteeppss))  

11..  TTeerrmm::  EEnntteerr  tthhee  ccuurrrreenntt  tteerrmm  
22..  CCoouurrssee  iinnffoorrmmaattiioonn::    

  CCoouurrssee::  SSeelleecctt  XXTTOOTT  ffrroomm  tthhee  lliisstt  
  CCoouurrssee  ##::    11000000  
  SSeeccttiioonn  ##::    TTiimmee  SShheeeett  EEnnttrryy  ffoorr  PPaarrtt--ttiimmee  EEmmppllooyyeeeess  ––  9944550011  
                                                      TTiimmee  SShheeeett  AApppprroovvaall  ffoorr  SSuuppeerrvviissoorrss  ––  9944550022  

33..  CClliicckk  SSuubbmmiitt..  
NNOOTTEE::  YYoouu  mmuusstt  lleeaavvee  aallll  ootthheerr  ffiieellddss  bbllaannkk..  

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: 

• You must make a 95 or above to pass the quiz. You can take the quiz more than once. 

 
• For the quiz to be graded you have to: 

1. Click Check Answers 
2. Print your certificate if desired 
3. Click Finish 

• 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! 

• 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.  

 


