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Self-Service Time Entry Instructions

1. Open a browser and go to: https://sso.sjeccd.edu

2. Login with your credentials

(Example: tivil234@sjeccd.edu)
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First time sign-in for students, please visit
our ITSS Help Desk Portal Knowledge Base
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browser is landing back on this page,
PLEASE CLEAR BROWSER CACHE, close
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3. Once your page has loaded to the SSO homepage, click on the Self Service Icon
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4. Click on the Time Entry

*Please Note: If you are a student in work study, you may have to select Employee, then Time Entry.*

& san josé-evergreen
COMMUNITY COLLEGE DISTRICT

Employment Employee Employee Overview

Welcome to Colleague Employee Self-Service!

-0 Tax Information % Time Entry
— Here you can change your consent for e-delivery of tax information. — Here you can fill out your timecards.
Earnings Statements Leave

Here you can view your earnings statement history. Here you can view your leave balances and leave requests.

=1 Position History a Stipend History

Here you can view a list of your positions. Here you can view a list of your stipends.

Q).d Current Benefits

Here you can view all your current benefits.
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5. From here you can select a week to begin inputting your hours.
*Notice with self-service you will be completing your timesheets week by week.

COMMUNITY COLLEGE DISTRICT

Employment - Employee * Time Entry

Time Entry

10th of the Month

11/01/2022 - 11/05/2022
Due by: 12/1/2022 10:00 AM Fws Student Assistant >
Total: 0.00 Hours

11/06/2022 - 11/12/2022
Due by: 12/1/2022 10:00 AM Fws Student Assistant >
Total: 0.00 Hours

11/13/2022 - 11/19/2022
Due by: 12/1/2022 10:00 AM Fws Student Assistant >
Total: 0.00 Hours

11/20/2022 - 11/26/2022
Due by: 12/1/2022 10:00 AM Fws Student Assistant >
Total: 0.00 Hours

11/27/2022 - 11/30/2022
Due by: 12/1/2022 10:00 AM Fws Student Assistant >
Total: 0.00 Hours
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6. You will notice that you are able to complete your timesheet by selecting the drop down menu. From here,

add your hours worked for each day of that week.
*Please note: The plus sign is there to add more hours for that day, for instance, taking lunch and

working another two hours.*

& san josé-evergreer
COMMUNITY COLLEGE DISTRICT

Employment Employee Time Entry

Pay Period 11/01/2022 - 11/30/2022

< All Time Sheets

Saved (" View Leave Balances

< Week 11/01/2022 - 11/05/2022 >
0.00 Total hours
B8FAOX0815T e Fws Student Assistant
 Financial Aid Office  Evergreen Valley College ~

0.00
Earn Type Sun 10/30 Mon 10/31 Tue 1171 Wed 1172 Thu11/3 Fri11/4 Sat11/5  Total

Student Federal 000

Workstudy 00:00AM 00:00AM 00:00AM ‘ 00:00 AM 00:00AM 00:00 AM 00:00AM ’

00:00AM 00:00AM 00:00 AM ‘ 00:00AM 00:00AM 00:00 AM 00:00AM

Ve
-+ Additional Time
0.00 0.00 0.00 0.00

Position Total Hours: 0.00 0.00 0.00

Submit for Approval

Weekly Totals

7. Once you have entered all your hours for that week and your timesheets look accurate. You can go ahead
and select the Submit for Approval button towards the bottom.

& san josé-evergreen
COMMUNITY COLLEGE DISTRICT
Employment - Employee - Time Entry
Pay Period 11/01/2022 - 11/30/2022
< All Time Sheets
< Week 11/01/2022 - 11/05/2022 > Saved at 12:44 PM View Leave Balances
5.00 Total hours L
BFAOX0815T e Fws Student Assistant
 Financial Aid Office  Evergreen Valley College ~
5.00
Earn Type Sun 10/30 Mon 10/31 Tue 11/1 Wed 1172 Thu 1173 Fri11/4 sat11/5  Total
Student Federal
Workstud 500
vy 00:00 AM 00:00AM 330 PM 00:00AM 00:00 AM 9:00 AM 00:00 AM
00:00 AM 00:00 AM 4:30PM 00:00 AM 00:00 AM 1:00 PM 00:00 AM
+ Additional Time |
Position Total Hours: 0.00 0.00 1.00 0.00 0.00 4.00 0.00 5.00
Comments Submit for Approval
v

Weekly Totals
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8. You will see that you have a green popup indicating that you have successfully submitted your timesheet. You can
also see a Submitted icon with your hours worked just below your position on the left-hand side of the screen.

$ san jose-evergreen
COMMUNITY COLLEGE DISTRICT

Employment Employee Time Entry Success!

Pay Period 11/01/2022 - 11/30/2022

< All Time Sheets

< Week 11/01/2022 - 11/05/2022 > ‘

Saved just now View Leave Balances
5.00 Total hours

8FAOX0815T e Fws Student Assistant

+ Financial Aid Office + Evergreen Valley College A~
5.00 | | submitted
Earn Type Sun 10/30 Mon 10/31 Tue 1111 Wed 11/2 Thu 11/3 Fri11/4 Sat 11/5 Total
Student Federal
Workstud; 500
Yy 00:00 AM 00:00 AM 3:30PM 00:00 AM 00:00 AM 9:00 AM 00:00 AM
00:00 AM 00:00 AM 4:30 PM 00:00 AM 00:00 AM 1:00 PM 00:00 AM
Position Total Hours: 0.00 0.00 1.00 0.00 0.00 4.00 0.00 5.00

< Comments > | Return Timecard to Edit |

Woeekly Totals v
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9. Congratulations, you have successfully submitted your timesheet! Now that you have submitted your timesheet(s),
your supervisor is able to view and approve them.
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