SELF SERVICE TIME ENTRY FOR STUDENTS
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1. Here are all the student tabs, for student time entry...Click on Employee.
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<« C (0 @& htipsy/myinfolemoyne.edu/Student/ # O
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Hello, Welcomel!

Choose a category to get started.

o Student Finance Financial Aid

Here you can view your latest statement and make a payment online. Here you can access financial aid data, forms, etc

© Tax Information ) Employee
Here you can change your consent for e-delivery of tax information Here you can enter your time or approve your employees' time.
- Graduation Overview ~  Enrollment Verifications
=
Here you can view and submit a graduation application Here you can view and request an enrollment verification.
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2. Click Time Entry to fill out timecards.

@ Employes Self Service Home - IV X + — X
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Employment Employee Employee Overvjg

Welcome to Colleague ployee Self-Service!

I:E? Time Entry

Here you can fill out your timecards.
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3. This screen will show the two weeks that are in the pay period. The two weeks are separated instead of all together like on
Web Advisor. It is up to your supervisor whether they want you to submit your liedrs to them at the end of each week or at
the end of the pay period. It is advised that the times be submitted at the end’of each week after the student is done

entering their last hour for the week.
4. Click on the current week dates to open up your time sheet (the€orréct job if student has more than one on campus job).
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Time Entry

Student - Bi Weekly

GH
This is where the student’s job or jobs
03/18/2019 - 03/24/201%9 . o / J J
¥: 4/1/2019 11:59 AM ayrollcws will be listed. “Payroll CWS” and “LMI
*“-’ LMI Associate CWS
Associate CWS” are two different jobs.
Zii 03/25/2019 - 03/31/2019 -
Due by: 4 911:59 AM Payroll C\ >
LMI Associate CWS

Total: 0.00 H
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5. For the date worked, enter the time. Make sure to enter in the AM or PM format from the drop down box.
During the week, hit save in the upper right hand corner every time you enter hours. Once the hours for
the week are completed, you hit “Submit for Approval” which will then send the hours to your supervisor
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Employment Employee Time Entry

Pay Period 03/18/2019 - 03/31/2019

< All Time Sheets

< Week 03/25/2019 - 03/31/2019 > Saved |/ Save \\
N /

0.00 Total hours

30PAY51CWSSTUS e Payroll CWS

Hourigan, Shannon A. = Payroll * Le Moyne College ~
0.00
Earn Type Mon 3/25 Tue 3/26 Wed 3/27 Thu 3/28 Fri3/29 sat 3/30 sun3/31 | Total
College Work Stud!
= g 0.00
00:00 AM 00:00 AM 00:00 AM 00:00 AM 00:00 AM 00:00 AM 00:00 AM
12:00 AM b
00:00 AM 00:00 AM 12:15 AM 00:00 AM 00:00 AM 00:00 AM 00:00 AM
12:30 AM L
12:45 AM
1:00 AM
Position Total Hours: 0.00 0.00 115 AM 100 0.00 0.00 0.00
1:30 AM
Can also enter hours with

/7-\ ] 1:45 AM
Comments ) Submit for Approval
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for approval.



**|f a student has more than one job on campus, every position will be listed on the time entry page.
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Once time is submitted the “Submit for Approval” button will now change to “Return Timecard to Edit”.
This means you have successfully submitted your hours. If the hours were entered incorrectly there is a
chance for a student to go back in and change them but only before the deadline. To change incorrect
hours hit “Return Timecard to Edit” and then correct the hours and hit submit again.
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7. When your hours are submitted, your supervisor should get an email saying that you entered your hours
for the specific week in which you entered.

Fwd: Timecard Submitted 1noox x

Hourigan, Shannon 11:56 AM (3 minutes ago) Ty 4=
tome -

---------- Forwarded message ---—------
From: <payroll@lemoyne.edu=

Date: Wed, Mar 27, 2019 at 11:53 AM
Subject: Timecard Submitted

To: <hourigs@lemoyne.edu

‘Your employee Cayla Clement has submitted a timecard for: Position:
30PAYE1CWSSTUS Payroll CWS. Start Date: 03/18/2019 End Date:
03/24/2019.

pr Le Moyne College Mail. @OK  No thanks

When your supervisor approves your time each week you will receive an email as well.



