
                        SELF SERVICE TIME ENTRY FOR STUDENTS 

Log into: https//myinfo.lemoyne.edu using your Network ID and password 



 
1. Here are all the student tabs, for student time entry…Click on Employee. 

 
Only click once because the website takes a minute to load 



 

2. Click Time Entry to fill out timecards. 

 



 

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 hours 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 correct job if student has more than one on campus job).  

This is where the student’s job or jobs 
will be listed. “Payroll CWS” and “LMI 
Associate CWS” are two different jobs.  



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 

for approval.  

Can also enter hours with 
the scroll down menu 



 
 
 

** If a student has more than one job on campus, every position will be listed on the time entry page.  

 



 

 

6. 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.  

 

 
 



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.  

 

 

 

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


