Instructions for mySeattleU Time Entry for Student Employees

Step 1: Go to https://my.seattleu.edu/

Step 2: Log in with your SeattleU credentials

SEATTLE UNIVERSITY

Sign In

User name

Password

Step 3: After logging in, you will be directed to the homepage. From the homepage,
select “Employee”

SEATTLE UNIVERSITY (> signou @ Help

el Welcome to mySeattleU!

Choose a Colleague Self-Service category to get started.
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& Here you can view and search the course catalog. Here you can view your grades by term.

= Graduation Application

Here you can view and submit a graduation application.
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Step 4: Select “Time Entry”
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Step 5: Carefully read the area in blue for further instructions. Below the blue area is
your timesheet. Select the current pay period.

Time Entry
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Step 6:

1. Select the blue “apply” icon in order to add your hours
2. Then enter your hours under “Institutional Work Study” or “Work Study”

Week 08/16/2020 - 08/22/2020 A
< NVeek 0B/16/2020 - 08/23/2020 > Saved just now | View Leave Balances
20.00 Total hours .
20.00
Earn Type Sun 8M6 Mon 8717 Tue 8/18 Wed 8/19 Thu 8/20 Fri 8721
Work Schedule 0.00 0.00 0.00 0.00 0.00

Institutional Work Study
2.00 3.00 4.00 5.00 B.00

( 4+ Additional Time

Position Total Hours: 0.00 2.00 3.00 4.00 5.00 6.00

T TH
:\ Comments ) Submit for Approval




*Adding Different Hours:

1. Go to “Additional Time.”
2. Select the earn type that corresponds to your need (ie: Sick leave).

3. Enter in the hours in the new row

1 Earn Type Sun B/16 Mon 817 Tue 8/18 Wed 8/19 Thu B/20 Fri 8/21
Work Schedule 0.00 0.00 0.00 0.00 0.00
Institutional Work Study
2.00 3.00 4.00 500 6,00
- Y
| 4+ Additional Time |
8 o
Position Total Hours: Q.00 2.00 3.00 4.00 5.00 6.00
/' T Y
| Comments ) Submit for Approval
2 Earn Type Sun 8/16 Mon 8/17 Tue 8/18 Wed 8/19 Thu 8/20 Fri g1 satg/22  Total
Work Schedule 0.00 0.00 0.00 0.00 0.00
Institutional Work Study
2.00 3.00 4.00 5.00 6.00
Choose Earn Type
A
Sick
Paosition Total Hours: 0.00 2.00 3.00 4.00 5.00 6.00 0.00
Earn Type 5un 816 Mon 817 Tue B/18 Wed 819 Thu 8/20 Fri B/21
Work Schedule 0.00 0.00 0.00 0.00 0.00
Institutional Work Study
2.00 3.00 4.00 5.00 6.00

Sick




Step 7: Once you have entered all your hours, you can do the following:

1. Sign out: If you are not ready to submit your hours, you can just sign out as
your hours will automatically save

2. Select “Submit for Approval”: If you are ready to submit your hours, go
ahead and select “Submit for Approval” for EACH WEEK (Look below for

OOy OEIIN - ~
4 A 020 - 08/22/2020 ) Saved just now |'r View Leave Balances ]
Total hours K
Pt
20.00
Earn Type Sun 816 Mon 8/17 Tue 8/18 Wed 8/12 Thu &/20 Fri 8721
Work Schedule 0.00 0.00 0.00 0.00 0.00
Institutional Work Study
2.00 3.00 4.00 5.00 B.00
lr/’ ™\
L + Additional Time
Position Total Hours: 0.00 2.00 3.00 4.00 5.00 600

S
Comments ) Submit for Approval

Reference: There are three weeks for the pay period cycle 08/31/20. However, in the
example below, the student only worked for two out of the three weeks. For those
hours to be submitted, the student must select “Submit for Approval’ TWICE, one for
the week of 08/16/2020-08/22/2020 AND 08/23/2020-08/29/2020. Make sure to go back
to time entry to confirm that your hours were submitted.

Time Entry

Students, NE Staff, Union

08/16/2020 - 08/22/2020
Due by: 8/31/2020 11:59 PM Submitted NW Payroll Assistant )
Total: 16.00 Hours

08/23/2020 - 08/29/2020
Due by: 8/31/2020 11:59 PM Submitted NW Payroll Assistant >
Total: 16.50 Hours

08/30/2020 - 08/31/2020
Due by: 8/31/2020 11:59 PM Unsubmitted NW Payroll Assistant >

Total: 0.00 Hours

If you have any questions, please contact the Seattle University’s Payroll office at
payroll@seattleu.edu
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