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

the employeeds-maigdertwi gerviwiwa asmd appr oSewices. fihe supenvisdr cay aprdvasor t i me
reject an employeebds recorded time worked. Thmal employee is not
GenerallyatJCC, Payroll 6és cut off time is noon on Saturday prngspetc)t o

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

e-Services ] LOG IN MAN MENU | CONTACT Us

Welcome Guest!

Please login to see additional information available to
Applicants, Students and Employees,

e-Services accounts are svailable to current spplicants any
student who has successfully completed a course inthe last
two years, as wel as all current JCC Employees

Important Dates - Fall 2008

Returning students in good standing may take advantsge of
Online Registration beginning July 7 at 12:00am. Recistration is
alzo avallable in person starting July 21

For Assistance...
Pleaze click on the Cortact Us tak far further contact
infarmation.

LoG v AFAIN BRENU CONTACT Us

WebAdvisor; .,

Step 5: Log in with your username and password.

LOGIN BN IENU CONTACT US

Welcome Guest!

Login

e-Services accounts are available to current applicants any studert who has successfully completed a course inthe last two years, as wel as &l current JCC
Employees.

Your Username will be: the first seven letters of your last name, first seven letters of your first name, and your middle initisl (771).
Example: If your name was Jonathan C Chips, you're username would be: chipsjonsthac.
Hote: Username must be in all lowercase letters and do not include the @rmy jeomiedu or jeomiedu in your username

Your default password will be: the first [stter of your first name (upper case), the first letter of your last name (lower case),
tweo digits of your day of birth, the last two digits of your birth year, and the last four digits of your JCC student 1.D. number.
Example: If your name was Jane Simith, born on 50470 with & student 1.0, of 0125634, then your password vwould be: Js04705634.
Hote: If you have changed your password use that password instead of the defautt

If you are a returning student and receive an invalid password error when you login, your password may have expired
Pleage click here to reset your passwaord and then sttempt to login again.

If you sre having izsues, please contact the JCC Solution Center at (517) 796-8633 or email JCCSolutionCenteri@jcomi.edu

Usernarme I

Password I
SUBMIT

LoG N 1A IRENL CONTACT US




Step 6: Click on the Employees tab.

e-Services ; LOG OUT | MAINMENU | CONTACT US

Welcome Virginia!

Please login to see additional information available to
Applicants, Students and Employees.

e-Services accounts are available to current applicants any
student who has successfully completed a course in the last
two years, as well as all current JCO Emplovees.

Important Dates - Fall 2008

Returning students in good standing may take advartage of
Online Registration beginning July 7 &t 12:00am. Registration is
alzo available in person starting July 21.

For Assistance...
Please click on the Contact Us tab for further contact
infarmation.

LaG OQuT IAAi IRENU CONTACT US

WebAdvisor;..

Step 7: Click on Time Entry.

LOG OuT LAAIN IRENLS ENAPLOYEES IENLS CONTACT US

Welcome Virginia!

The following links may display confidential information.

Wihat's My User 107 iy Documents
Change Address

Budoet Summary

Leave Plan Summary &-Checks Sign Lip
by Stipends

Time Entry b

Time History
Time Approval (for supervisors

Employes History (for supervizors

LOG OUT LAAIN IRENLS ENPLOYEES IENL

WebAdvis Or;.:
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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.

Date Day Time In Time Out Leav:url;:?sl Sick Hours Otherl_—lr':T; Other Time Types :_r:?:;t
091 3/08 Saturday || | | [ | [ -l
091 3108 saturday || | | | | | « | r
0911 4108 Sunday || | | | | | -l
0911 4105 sunday || | | | | | -« |l
LA Manday || 01.00P M I05:00F M | | | -~
0911 5108 Monday | [ | [ | [ - |l
B9 603 Tuessay || 112:00PM 05:00P M | | | -~
0901 Bi0E Tuesday | | | | | - I
094708 || wWednesday | | | | | - I
09 708 || Wednesday | | | | | - —
HSAE0S | Thursday || 1 0:0040 05:00P | | | -
09413508 Thursday | | | | | - I
01 2i0E Friday || |nG:00.am [12:00P N | | | Chibck box here ™ 4t
091908 Friciay | | | | | O add an f |—

additional line
| | | | | thefp click submit - fff|
Fopaahinar g elelibl g |
09020005 Saturday | | | | | line. - I
D9/r20/08 Saturday || | | | | | «
092108 Sunday || [ [ | | | - r




