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The Laserfiche Timecard replaces the original blue paper Timecard.  To access the Laserfiche Timecard, 
you must first log in to Laserfiche Forms.  

 

Logging into Laserfiche Forms. 

 

You can access Laserfiche Forms on any web browser by going to the Alameda Unified School District 
website under STAFF > Forms (Laserfiche).  

 

Or click on the direct link below: 

https://forms.alamedaunified.org/forms 

 

 

 

 

https://forms.alamedaunified.org/forms
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If you are using a district device, you have 3 different sign-in options: 

Option 1: Enter your AUSD username and password. 

Option 2: Enter the domain name: alamedaunified\username and password. 

 Option 3: Enter your AUSD email and password.  

 

You may use "Windows Authentication" (Single sign-on) only if you have already sign in once. Google 
Chrome is the preferred browser for Laserfiche. Web browsers other than Google Chrome (ie. Edge, 
Internet Explorer, Safari, or Mozilla Firefox) you may be asked to enter your district credentials again. 
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If you are NOT logged on to a district computer, or if you are using a Chromebook, iPad, tablet, or smart 
phone, sign on by entering the domain: alamedaunified\ followed by your username and password 
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Starting a Timecard 

Once signed in, click on the “Start Process” tab to see a list of all published processes that are available. 
Find the Timecard process and click on the green start button. 

To find the form quickly, search at the top of the page or click on the star to move process to the top.  
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Filling out a Timecard 

If you are logged onto Laserfiche with your own account, The Timecard will automatically fill your 
Name and Employee number. 

Follow the prompts to fill out the form. Required fields will be marked with a red asterisk. 

In order to show the dates for the pay period, you must fill the “For the Month of” and “Year” 
field first. 

Click on the drop 
down to select the 
site/department 
where you worked. 

Enter the reason 
that you worked 
and any comments 
here. 

Enter the total hours 
you worked for the day. 
Do not include lunch. 
(For half hour - enter .5) 
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Once you are done filling out your information, select an action to take on your Timecard. 

Send to your manager: 

Choose this action when you feel your Timecard is ready to be submitted. You will be asked to 
select the site/department and the manager who approves your Timecard. The manager you 
select will have the option to approve your Timecard and send to Payroll for processing or send 
the Timecard back to you for revision.  

If you are unsure who to send your Timecard to please contact your Department Manager or the 
school sites Office Manager.  

Save as a Draft: 

Select Save as Draft and Edit and Submit at the End of the Month, and click Submit, if you want to 
continue to edit/update your timecard throughout the month. Failure to click submit will revert 
the form to the last saved entry.  

To view your saved Timecard, you can find it in your Inbox under “Open Tasks” or click on the 
direct link sent to your AUSD email.  

Please remember to submit your Timecard by the end of the month. 
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Canceling/ Deleting your Timecard. 

Open up your Timecard and select the Cancel/Delete Timecard action and then click submit to 
permanently delete your Timecard from Laserfiche Forms. Once deleted, there will be no way 
of editing and submitting your Timecard again.   
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AFTER YOU SUBMIT YOUR TIMECARD: 

You will receive an email notification that your Timecard has been submitted to your manager 
for approval, as well as a copy of your Timecard.  

- If your Timecard is Approved, you will receive an email notification that your Timecard 
has been processed. 

- If your Timecard is Denied, you will receive an email notification with comments from 
your manager, and a direct link to open/update your Timecard. Once you are done 
making the necessary changes to your existing Timecard, click Resubmit. 
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TRACKING YOUR TIMECARD: 

You may track the status of all the forms you submitted at any time, by going to your Laserfiche 
Forms Inbox. All Forms you have submitted reside is your Completed Task Inbox.  

 

To view the status of your Timecard, click on the Timecard you would like to track. To quickly find 
your Timecard, search by your Timecard ID.  

Click on the Action History tab to view the status of your Form.  
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*For additional support with Laserfiche Forms, please open a Technology 
Services ticket here, or call/email Laserfiche Help at (510) 337-7000 ext. 77141 
lforms@alamedaunified.org 

https://alamedaunified.freshservice.com/helpdesk/tickets/new

