


INSTRUCTIONS FOR COMPLETION OF FEDERAL WORK STUDY TIME CARD 

1. Enter the Department Code – (you would ask your supervisor for this number)
2. Enter your NCC Identification Number
3. Enter your Last name
4. Enter your First name
5. Click inside the box directly under “Period Ending” at the right  edge where the arrow is.

You will see a drop-down arrow, click on that and a calendar will pop-up. Select the Pay period ending date (refer to the FWS Payroll
Schedule for the pay period ending date.)

6. The pay period ending date will populate in this box.
7. Enter the date for each day you worked in this box-starting with the first day of the pay  period and ending with the last

day of the pay period that was entered in box 6.
8. Enter the time you began working in the IN box and the time you left in the OUT box.  
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