Student E-Time Entry
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1. Go to www.minnesotanorth.edu
2. Click “Menu” in the top right corner
3. Click “eServices in the middle of the tabs bar

4. Once you login, select
“Student Employment” on the

Student e-services left-hand menu bar

Student Employment

Dashboard
5. Click “Enter Time Worked”

Home

Account Management

Courses & Registration Payment Preference Selection - Select how you wou

Academic Records W-2 Tax Form - View/Download your W-2 tax forms,
Financial Aid Student Emplovee Wage Notice - Review and acknov

Bayroll Calendar - View payroll calendars for pay per - NNOR@3 you can also monitor
other areas of your student
employment such as:

o Direct Deposit

e WageNotice

e W-2Forms

e Payroll Calendar

Student Employment




6. Click “Add Time” to create
lunding Source 544104 - Blandin Work Program anew time entrg for hours
0510 - Student Salary-Student  elp worked.

Supeivisie  Sarah | e

Jema  NolActive

PYLRIEM ) View Mosition Deleils

NOTE: If adding timefrom a
Pay Feriod Nata previous pay period, select
Total for 06/24/2020 - 06/30/2020 2.20 nours the date that gou worked
Tolal fue 07/0172020 - Q71072020 700 ‘wans . . .
B then click “Retrieve”. This
Total For Pay Period 2.00 hours . .
will pull up your timesheet

View Daly lotals

from that pay period.
Pay Period Date Range  03/24/2020 - 07/07/2020 Enter time as usual and
PaymentDete  07/17/2020 submit.

View or Add Time fora Date | mmy/dcny,yy &= m '
NOT within this Pay Period — = ;

7. Select date, starttime and
end time from the drop down
menus. Once time entry has

been added, click “Add Time”

Title  Demo - Not Active

# Date Friday, Jun 26 -

Wednesday, Jun 24
# Start Time Thursday, Jun 25
Friday, Jun 26
Saturday, Jun 27
# End Time Sunday, Jun 28
Manday, Jun 29

Tuesday, Jun 30
Comments : Tite  Demw - Mol Active NOtQ' the “CommeﬂtS”
® 00 | Frday dun s v section is not arequired field
p— but may be useful when class
o sialline | now v was cancelled etc.
# End Time

Comments



€970 - Studant Salary-Stucent Help 8. Oncealltime has been
SapRiecn Santiad entered for the pay period,
verify dates and hours are

Start End  Hours correct. Then select the check

DAt Himes ime T Wforked box stating that you certify
Wed, 12:00  2:30 2.50 Regular hours reported are correct.
Jun 24 PM PM
Fri, 2:00 5:30 3.50 Regular
Jun26 PM PM 9. Click the “Submit Time”
Mon 10:30  12:00 1.50 Regular button to send your time

* ' i - = entries to your supervisor
HRER AM FM who will verify the hours you

Total Hours 7.50 recorded are correct.

d that | have fulfilled my job obligations

Positior Dctais

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 timesheet, connect
with your supervisor. If issues persist, contact the Financial Aid Team
at www.workstudy.edu or by calling 218.293.6868



http://www.workstudy.edu/

