
Employees can use e-Services to record time worked. After time worked has been successfully submitted, a notification is sent to 

the employeeôs supervisor via e-mail to review and approve the employeeôs time on e-Services. The supervisor can approve or 

reject an employeeôs recorded time worked. The employee is notified the supervisorôs decision via e-mail. 

Generally at JCC, Payrollôs cut off time is noon on Saturday prior to pay day (this may change due to holidays, school closings, etc.) 

Individual departments may specify earlier cut off times to accommodate department needs. 

For JCC Web Time Entry assistance, call Human Resources at (517) 796-8460 and ask for Nikki (for part-time instructors and their 

supervisors) or call (517) 796-8468 and ask for Melissa (JCC student employees and their supervisors). For JCC username and 

password assistance, call the JCC Solution Center at (517) 796-8639. 

Step 1: Open an internet browser such as Internet Explorer. 

Step 2: Access the JCC Homepage at www.jccmi.edu. 

Step 3: Click on the e-Services button on the bottom of the page. 

 

 

http://www.jccmi.edu/


Step 4: Click on the Log In tab near the top of the page. 

 

Step 5: Log in with your username and password. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Step 6: Click on the Employees tab. 

 

Step 7: Click on Time Entry. 

 

 



Step 8: Choose the appropriate pay period and position to enter your time worked by checking the corresponding check box. 

Step 9: Click Submit. 

 

Step 10: Enter your hours worked into the appropriate Time In and Time Out boxes. 

Inserting a Line (only if needed)                   

Only insert a line if you need to record more than two Time In and Time Out instances on any one day. Insert a line by 

clicking the appropriate check box in the last column labeled Insert Line. You must then click Submit for the additional 

lines to appear. You will need to click Submit an additional time once you have entered your time. 

Note: If at any time you click the Submit button and the time entry form reappears, you will need to click Submit an 

additional time to save the data. Your data is not saved unless e-Services displays a confirmation page thanking you for 

submitting your time entry.  


