Informed K12 - Timesheet Quick Start Guide

How do | access the timesheets? Timesheets are available on the Staff Page of the District Website, under Payroll

e Day Certificated Timesheet - Link to initiate
o For all high school teachers, counselors, and any other employee represented by the Day Certificated Contract
to report work beyond their regular work schedule
e Substitute Teacher Timesheet - Link to initiate
o For all substitute teachers to report all of their work, please note you will need to fill out a separate form for
each site and for each month
e Adult Certificated Extra Time Timesheet - Link fo initiate
o For adult school teachers and counselors to report time beyond their regular work schedule
e Adult Certificated Regular Timesheet - Link to initiate
o For adult school teachers who hold other full-time positions in the district to report their regular adult school
work hours

Note: You do not need an account to fill out forms. Just
fill it out electronically and it will route through all of the
appropriate approvals on its own!

Day Certificated Timesheet

YOUR FULL NAME / SU NOMBRE COMPLETO

YOUR EMAIL / SU CORREO ELECTRONICO

How do I fill out and submit a form for approval?

Enter to receive confirmation of submission.

Go to form [ Ir al formulario

1. Click on the link and fill out your Name and
Email to get started, and click “Go to form.”

2. You will then see the electronic form that looks
very similar to the one you've used on paper.
You are REQUIRED to fill out the red fields, the
yellow fields are optional. Be sure to fill out
across the month by clicking the “SAVE
PROGRESS” button at the top right. You will
receive a copy of the saved timesheet in your
email to come back to at any time.

@ Attachments & View/Print Blank Form [ Save Progress

vPagel/lv

o - GENERATED ON
Jefferson Union High School District SUBMIT

DAY CERTIFICATED TIMESHEET — used for reporting extra hours above your regular position, due on the 1% of each month. Complete one form
per month worked.

| Month Worked [Select.v] _ sitg[Select. ]

Budget Info (i available)

First Name] Last Name |

Per Diem
approval,
if applicable

Date Start Time [ End Time | Hours | Description of work Pay Rate

[mm/dd/yyyy _[00:00 AM 00AM | |

0000AM (0000 M I

imm/dd/yyyy

imm/ddiyyyy

imm/ddryyyy  00:

imm/dd/yyyy 00

3. Once you've added all necessary data, click the
big red “Continue” button, and then click “l am
an employee submitting my own timesheet”.
You will then be able to select who to send the form to

mm/dd/yyyy

imm/dd/yyyy

next from the recipient drop down in the window that
pops up.

Click “Send to this recipient” and you’re done!!

IMPORTANT!! You will receive a link to your email with
a copy of your form once you submit it. To see the
progress of your form as it moves through the district,
refer back to it. No worries if it gets lost though, you will
also receive an email when the form has finished going
through the approval route and is completed!

Please select next recipient for Site Secretary/Assistant

Back to question

NAME/EMAIL Customize message

Select recipient... v

Select recipient...

Adult Transition (ATP) Admin Asst (rcarne@jeffersonunion.net)
CTE Admin Asst (kgamez@jeffersonunion.net)

District Office ONLY (jenriquez@jeffersonunion.net)

Jefferson Admin. Assistant (vasuncion@jeffersonunion.net)
Oceana Senior Office Asst. (jarciniega@jeffersonunion.net)
Terra Nova Admin. Assistant (Imorrow@jeffersonunion.net)
Thornton Admin. Assistant (jfedaie@jeffersonunion.net)
Westmoor Admin. Assistant (scruz@jeffersonunion.net)

Questions? Check out the InformedK12 help center or contact JUHSD Business msherwin@jeffersonunion.net 650-550-7955


https://www.juhsd.net/juhsd-staff
https://app.informedk12.com/link_campaigns/day-certificated-timesheet?token=7vPMFEsyu6vNiNm7dbNE6Z4M
https://app.informedk12.com/link_campaigns/substitute-teacher-timesheet-8ca8d87e-72b6-4bcf-8634-4ba39ea24806?token=wSdNDnbh6RMomxZFofzZRAfW
https://app.informedk12.com/link_campaigns/adult-certificated-extra-hours-timesheet?token=wwMfvzvR5xh2TPG6qYtgyayX
https://app.informedk12.com/link_campaigns/adult-certificated-regular-teaching-timesheet?token=z9araNBRKodE1ToJiPhzt6Uz
https://help.informedk12.com/hc/en-us?_hsenc=p2ANqtz-8UARS-g5WADvBcpqkr9E-mzFXmQHr_xPzgVlbSLQGNqBN070kxUB8Ao7aM9jomdJLDee6w_CxRW6Ljl_6RgjpgPeL6jg&amp;_hsmi=49750065&amp;hsCtaTracking=da5e7fa1-e950-40a5-8d6f-2fe593046bf6%7Cbf788e8c-8799-4581-b6f9-651f6f8bead3&amp;hseid=49750065&amp;hsic=false&amp;utm_campaign=Demo%2BRequest%2B%E2%80%93%2BHS%2BRecipes&amp;utm_content=49742915&amp;utm_medium=email&amp;utm_source=hs_email
mailto:msherwin@jeffersonunion.net

Informed K12 - Timesheet More Information

ELECTRONIC TIMESHEETS OVERVIEW
Last Revised: July 30, 2025

WHO? All Certificated staff, including substitutes, are required to use electronic timesheets.

WHAT? Paper timesheets will no longer be accepted for Certificated employees. All time reporting must be completed using
the district's electronic timesheet system.

WHERE? Electronic timesheets must be submitted at all JUHSD locations.

WHEN? Electronic timesheets are required beginning with the 2025-2026 school year.
e Submit timesheets by the first workday of each month for hours worked in the previous month.
o Example: Submit August hours by the first workday in September.

WHY? The switch to electronic timesheets ensures:
e More efficient payroll processing
e Improved accuracy and oversight
e Timelier payments for all staff

HOW? Visit the STAFF page on the JUHSD District Website and use the provided links to initiate a timesheet.

INSTRUCTIONS
Getting Started
e No login required — just enter your name and email address to begin.

e Timesheets are:
o Site-specific — If you work at multiple sites, submit a separate timesheet for each.
o Month-specific — Submit a separate form for each month of work.

Submission Guidelines
e Monthly Deadline: Submit by the first workday of the following month to receive payment in that month.
o Late submissions may result in delayed payment.

e Mid-Month Submissions: You may submit timesheets at any time during the month if your reporting is complete.

Ways to Complete Your Timesheet
You may choose either of the following approaches:
1. Track and Save Throughout the Month:
o Add entries as you go and save the form after each update.
o Aunique link to your timesheet will be sent to your email for continued access.
o Submit the finalized timesheet at the end of the month.

2. Submit As You Work:
o Especially helpful for those with only a few reportable hours.
o Thereis no limit to how many timesheets you can submit each month.

Other Tips
e Budget Code (Optional):
o If you know the funding source, include it using numbers or a description (e.g., Site Council Funds or Resource
0207).
o If unsure, you may leave this field blank.

e Save Time with Copy Forward:
o If your timesheet entries are similar each month, you can copy data from a previous form, update the dates,
and make any necessary adjustments.


https://www.juhsd.net/juhsd-staff
https://chatgpt.com/#

