Self Service Time Entry

For Student Employees 2024

* Student Employees will begin reporting time worked through Employee Self-Service Time Entry.

e Self-Service Time Entry utilizes weekly time cards. Each week of the two-week pay period must be
submitted by the published submission date (typically the Monday following the pay period end date).

* To get started, from MyCCU navigate to Employee Self-Service on the “Employee Info/Resources” card.
We recommend having that card visible from the MyCCU homepage.
https://experience.elluciancloud.com/ccu964/
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'é Employee Self-Service Home Page

Welcome to Colleague Employee Self-Service!

Tax Information

P

Banking Information

Here you can change your consent for e-delivery of tax information. o Here you can view and update your banking information.

Time Entry

Here you can fill out your timecards.

Time Approval

Here you can approve or reject timecards for the people you supervise
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Time Entry
e Select Time Entry

Bi-Weekly Pay Cycle

e Select the Time Entry Week for the

Position working.

g 03/17/2024 - 03/23/2024
Due by: 4/5/2024 11:58 PM Student Assistant, Universitty Housing >
Total: 0.00 Hours

* The due date for submission to your
supervisor is noted along with your

0372472024 - 03/30/2024
.. ‘ Due by: 4/5/2024 11:58 P Student Assistant, Universitty Housing >
Position and total hours entered.

Total: 0.00 Hours
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Time Entry Clock In & Out

N . Week 03/24/2024 - Week 03/24/2024 -
Once a weekly time card is selected, < 03/30/2024 < 03/30/2024 >
use the drop down tO SElect the 0.00 Total hours 0.00 Total hours

current day (ex. Thursday).

]

Saved Saved just now

’Select Day: \ ?elect Day: !
. “ ” - ‘ Thursday 3/28 v ‘ ‘ Thursday 3/28 v
Click/tap the blue “Clock In” button : : \ :
to have the current time populated racy ot st e o e
On the time Ca rd. g/\s/ssisAtErm,SA(c)i?rﬁs:;it\usdem time must be entered.

Amy C. Ritter * Admissions & Merit ~

Awards
0.00

IWSADMS-005 e Student
Assistant, Admissions

The blue button will change to read @ Clock Time: 11:35 AM Ay C. Riter - Admssions & Mert A~

Awards

“Clock Out” to use at end of shift. - 0.00

Clicking the “Clock Out” button will
populate the current time and

length of shift will display. =

Institutional Work Study @® Clock Time: 11:35 AM

y Institutional Work Study
Time in
. . . Time out
e |f another shift is worked in same ‘s sserice coastaed
position on same day, repeat the I D
process.
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(g Overnight Shifts or Missed Punches

* If a shift crosses into a new day, when Clocking Out a prompt will pop-up asking
“Did you work overnight on mm/dd/yyyy in POSITION?”

‘ Important! )4 i

Did you work overnight on 04/09/2024 in IWSADMS-005 - Student Assistant, Admissions ?

=, Th 3128 Fr 3729

. . ) 9:55 PM & | 12:00AM &
If the shift was overnight, select “Yes”. The system will create a e

clock out at midnight on the shift start day (Ex. Thursday night) & &l o
and a clock in of 12:00AM on the shift end day (Ex. Friday).

_|_

If the pop-up prompt is received because the employee forgot to clock out from the
previous shift, answer “No” to the prompt and the system will allow a manual entry
for the clock out time. The employee will then be able to Clock In to the new shift.
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ré Desktop view

Saved just now | View Leave Balances

Earn Type Mon 2/21 Tue 2/22 Wed 2/23 Thu 2/24 Fri 2125 Sat 2126 Sun 2/27 Total
Clock Time TPM (D Cockin
Chock n - Clack €

fockOut D62APM - 16PN Work Schedule 8.00 8.00 8.00 8.00 8.00 0.00 0.00

* Click the blue “Clock
In” button to start shift.

e If working multiple Reglar AdjunctPay
. eiy . & & & & & & &
shifts within same day
or taking a break longer 3 " " L & 4 4
than 20 minutes, clock = = el — i o sl = i3 — + = ik
out then clock back in.
Position Total Hours: 0.00 0.00 0.18 0.00 0.00 0.00 0.00 0.18
e The bottom row will (™ oomasis. )
total the daily hours
entered for the Weekly Totals N

position.
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||| Editing Time
\_,

e If the “Clock In” or “Clock Out” time needs to be edited, use the blue pencil to open the editing box.
* Edit the time, enter comment (required), then Save.

Original Clock In: Editing Box: After Saved Edit:
Time Override for Thursday 3... 3 —
IWSADMS-005 e Student IWSADMS-005 e Student
Assistant, Admissions . . Assistant, Admissions
Amy C. Ritter » Admissions & Merit ~ If you want to override the time you need to ac Amy C. Ritter » Admissions & Merit A
Awards comment Awards
0.00 0.00
Time In Time Out
@®© Clock Time: 11:36 AM [ 11:30 AM ] /A (© Clock Time: 11:36 AM

® Clock Out System Time In System Time Out (@ Clock Out
11:35 AM (D 00:00 AM (D

Institutional Work Study Institutional Work Study

Comment* Comment*
Time in ‘ Started at 11:30 ‘ Time in
& Required if you Required if you Vo
override Time In override Time Qut

1

cenee — Time Inis now 11:30 am

* The original clocked time and edited time will be viewable.
COASTAL CAROLINA UNIVERSITY
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ﬂl Multiple Positions & Comments

* For employees with multiple IWSFCLM-001 « Student Assistant, Facilities
positions, select the appropriate SRR Mt et

a. . n

position by using the down “v” to

open the timecard for that position. IWSFINS-001 « Student Assistant, Finacial Services @
Ritter, Amy C. * Financial Services
11.25

e Self-Service will not allow
overlapping time in the same

pOS|t|0n or between yOUF mUItIpIe i E.—/np:_"'e". y - Time entries cannot overlap. Correct the start or end time.

positions.
Comments x
« Comments can be entered for your E
Supervisor. e T
* Click “Comments” and enter your )
type in the box and save.
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Submit for Approval

||| Submitting Time

IWSUNAD-001 e Student
. . . Assistant, Univer.sity Advising ~

* Review hours for the week then click “Submit Anne I Berler - Universty Advising
for Approval” when week’s hours are
complete & accurate. i
Weekly Totals ~

* Each week must be submitted for Approval.

Daily Total Hours

 The status on your time entry will update to ruesday 26
“Submitted” with the weekly total hours. B -
IWSADMS-005 e Student Friday 312 000
Assistant, Admissions Saturday 3/30 0.00
ﬁvrcgrg.sRitter = Admissions & Merit A Total: 217
217 | Regular Hours
. AA & sservice.coastal.edu ¢
* Once approved by Supervisor the status of , 4 m
. . )
your time card will update to “Approved”.
* The “Submit for Approval” button will not be Time out T e e
. . . . A f time must be entered.
active if there are any missed clock in/outs.
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™ Status of Time Card

* Time cards are saved automatically by the system.

* |f a timecard has been Submitted but your supervisor has not yet

approved it and it is before the due date, click the “Return Timecard
to Edit” icon to make any edits.

e |f a timecard has been Submitted and your Supervisor has approved
it and it is before the due date, you can request through your Approved  Unapprove
Supervisor that the timecard be Unapproved so it can be edited.

e |f a timecard has been Submitted and your Supervisor has approved
it and it is after the due date, your Supervisor can make an edit
within their due date or Payroll can be contacted by your Supervisor
to make an edit if beyond the due date.

* Any questions, contact payroll@coastal.edu (x 2042) or
aspott@coastal.edu (x3419).
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