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1. Go to minnesotanorth.edu
2. Click "Full Menu" in top right corner
3. Click "E-Services" on the pop-up menu bar

Student e-services

Student Employment

Peshboerd ) 4. 0Once you log in, select "Student
o Employment” on the left-hand
Account Management

. menu bar
Courses & Registration Payment Preference Selection - Select how you wou . " . "
Academic Records W-2 Tax Form - View/Download your W-2 tax forms. 5’ C“Ck Enter Tlme Worked

Financial Aid Student Employee Wage Notice - Review and acknov

Payroll Calendar - View payroll calendars for pay per
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NOTE: you can also monitor other areas of
your student employment such as:

e Direct Deposit e Wage Notice
Fernings e W-2Forms e Payroll Calendar
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Munding Source 344104 - Blandin Work Program

Sopervisn S o Sdert e 6. Click "Add Time" to create a new
View Mosition Defails time entry for hours worked.

Pay Period Nata

NOTE: if adding time from a previous

Total for 0672472020 - 06/50/2020 0.00 hours .
Total fus D020 - ATHTI2020 100 hos: pay period, select the date that you
Total For Pay Psriod 7,90 1ours worked then click "Retrieve”. This will
View Daly lotals pull up your eTimsheet from that pay
period.
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Payment Dete 0771772020
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(970 - Studznt Salary-Student Help

Supervisor
Start
Date Time
Wed, 12:00
Jun 24 PM
Fri, 2:00
Jun 26 PM
Mon, 10:30
Jun29 AM

@tify the hours rcpasiad.s

Sarah Lee

End Hours
Time Worked

2:30 2.50 Regular
PM

5:30 3.50 Regular
PM

12.00 1.50 Regular
PM

Total Hours 7.50

e correct and that | have fulfilled my job obligations

Vicw Position Detais

8. Once all time has been entered
for the pay period, verify dates and
hours are correct. Then select the
check box stating that you certify
hours reported are correct.

9. Click the "Submit Time" button to
send your time entries to your

supervisor who will verify the hours
you recorded are correct.

NOTE: you can easily modify or delete a time entry by clicking on the entry you
need to change and selecting "Modify" or "Delete".

If modifying, change the entry to accurately reflect your actual time worked and
click the "Save" button.

If you have issues or concerns submitting your eTimesheet, connect with your supervisor.
If issues persist, contact Anne Homkes in the Financial Aid Office at
anne.homkes@minnesotanorth.edu



