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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: tivi1234@sjeccd.edu)

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.*

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.
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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.*

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.
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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.

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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