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Timecard Entry

Welcome to the new Timecard Entry system in Self-Service. This system replaces the old WebAdvisor Time
Entry.

What'’s Changed

e Timecard entry is done on a weekly basis.

o Employees submit hours after the work week is completed.
o No weekly reminder to enter time.

o All weeks must be submitted to ensure proper pay.



How to Log In

Go to the College’s main webpage and click MCPortal

—

C & mecdedu

Made in Merced.

Log in using your credentials

Merced College
MC4Me & MySite Portals

READ THIS FIRST, before logging in for the first time!
I for v word | Resat word

Update acrount information

New to the portal? Find your usamame

Securty { show explsnation )

is 2 shared or public computer (10min tmeout)
is a MC campus or private computer (6hr timeout)

Log On

2009 Microsoft Corpacation. Branding (& Merced College 2011 &l rights reserved.

From the NEW Experience portal, chose the Self-Service card and select the link to SelfService Home. Any of
the links on this card will direct you into the Self-Service system.

Note: As the Experience Portal develops, links may not display as in the example below.

= MERCED %

self-service

& SelfService Home

@, Search for Courses
1 View My Grades

[3] View My Tax Information



Log into Self-Service using your credentials

Sign In

User name
Password




How to Fill Out Time Card

Note: As you begin filling out the timecard, the information will automatically save. This gives you the ability
to fill out time worked each day. Only click “Submit for Approval” once all the information is filled out for that

week.

Click “Employee”

Hello, Welcome to Colleague Self-Service!

Choose a category to get started.

Student Finance
o

Here youca o nt and make a payment anline.

g Tax Information

Here you can change your consent for e

Employee
Here youcan

¥l Course Catalog
Here you can view

d searchne o

= Graduation Overview
Here you can view and submit s graduation apglicetion

a Departmental Oversight

Here you can access your department faculty and

Click “Timecard Entry”

tgffform consents, eamings statements, banking information, timecards and leave bal

® Financial Aid

Here you can

forms, etc

S Banking Information

Here you can view and update your banking information

p
B Student Planning

Here you can search for courses, plan your terms, and schedule & register you

n Grades

Here you canv

r grades oy term

Enrollment Verifications
Here you can view and request an enrollment verificetion.

®

rcourse sect

Employment + Employee « Employee Overview

Welcome to Colleague Employee Self-Service!

Tax Information

Here you can change your consent for e-delivery of tax information

Timecard Entry
Here you can fill out yougfimecards.

Select the correct dates

- Banking Information

Here you can view and update your banking infarmation

Employment - Employee « Timecard Entry

Time Entry
Midmonth

10/20/2023 - 10/21/2023
Due by 11/22/2023 11:59 P
Total: 1

.

s

10/22/2023 - 10/28/2022
22/2023 11:59 PM

10/29/2023 - 11/04/2023
Due by: 11/22/2023 11:59 PM
Total: 0.00 Hours

1/05/2023
Due by: 11/2:
Toral: 0.00 Hours

11172022
23 1159 P

11/12/2023 - 11/18/2022
Due by 11/22/2023 11:59 P

.

1111972023
Due by: 11/2:
Total: 0.

1/19/2023
23 11:59 PM

s

Wark-Study Tutorial

-Study Tutorial

Work-Study Tutorial

Work-Study Tutoria

Work-Study Tutorial

Work-Study Tutorial

Center

Center

Center

Center

Center

Center



Fill in the time worked by clicking in the time slot for that day.

Note: You will need to enter a begin time and end time for days worked.

Pay Period 10/20/2023 - 11/19/2023

¢ AllTime Sheets

‘ < ‘ Week 10/29/2023 - 11/04/2023 ‘ > |
J 5.00 Tatal hours J
71SALLECE » Work-Study Tutorial Center

Clara C_ North + Learning Resources Center + Los Banos Campus

Eam Type Su10/29 Mo 10730 Tu 1031 We 1141 ™12 Fr11/3 Sallra
Work-Study Student . o . . o
| swonn || . scomm | meom || oo | o ||
p .
[ +a )
( )
Position Total Hours: 000 400 100 0.00 0.00 0.00 0.00
—
( Comments ) ‘Submit for Approval
C )
Weekly Totals
Daily Total Hours: 400 .00 0.00 0.00 0.00 0.0
Regular Hours:
For split shifts, click the + icon below the day you have a split shift
Pay Period 10/20/2023 - 11/19/2023
< All Time Sheets
‘ < | Week 10/29/2023 - 11/04/2023 ‘ > |
71SALLECE » Work-Study Tutorial Center
Clare € North + Learning Resources Center + Los Banos Campus.
g
Work-Study Student ) o o - o o .
\ scom || aconm || cscon || el \ o |
\ | e | oo | | | \ \
TR
( + Additional Time )
( )
—
( comments ) Submit for Approval
( )
‘Weekly Totals

Reguiar Hours:

[ 7




Another line will appear, enter the begin time and end time of the second shift

Employment -+ Employee - Timecard Eniry,
Pay Period 10/20/2023 - 11/19/2023

< AllTime Sheets

Week 10/20/2023 - 11/04/2023
500 Total hours

Saved st 927 AM

T —
TS e a
&
Emim worom0 P e s T
el s || soom | o | e | el
el oo | soom | wn || waon | o ||
—_——
(' + Additional Time )
( )
—_—
( comments ) Submit for Approval
( )
Wh d lick “Submit for A I”
€n you are aone, Clic u ITTOr Approva
Employment + Emplovee * Timecard Entry
Pay Period 10/20/2023 - 11/19/2023
71SALLECE » Work-Study Tutorial Center
e kP 2
&%
- oo e e P e | o
\ e o | s || el e e
\ waven | oo | soomn || o || o | e
\ s |
\ o |
—_——
( + Additional Tme )
( )

Position Total Hours:

Comments

N

[ s




How to Recall Timecard to Edit

Select the correct dates

Employment - Employee « Timecard Entry

Time Entry

Midmonth

10/20/2023 - 10/21/2022
Due by: 11/22/2023 11:59 PM
Total: 1.00 Hours

10/22/2023 - 10/28/2022
Due by: 11/22/2023 11:59 PM
Taotal: 24.00 Hours

10/29/2023 - 11/04/2023
Due by: 11/22/2023 11:59 PM
Total: 0.00 Hours

11/05/2022 - 11/11/2022
Due by: 11/22/2023 11.59 PM
Total: 0.00 Hours

11/12/2023 - 11/18/2022
Due by: 11/22/2023 11:59 PM
Tatal: 0.00 Hours

11/19/2023 - 11/19/2022
Due by: 11/22/2023 11:59 PM
Taotal: 0.00 Hours

Click “Return Timecard to Edit”

rk-Study Tutorial Centar

rk-Study Tutorial Center

riStudy Tutorial Center

Work-Study Tutorial Center

Work-Study Tutorial Center

Work-Study Tutorial Center

. g
( ) Return Timecard to Edit
( )
Make corrections and click “Submit for Approval”
Employee © Timecard Entry
Pay Period 10/20/2023 - 11/19/2023
Pas e
(
T e
&
500AM H 800 A H 0000AM H
\ oo | soomn || e |
+ \ s |
\ wson |
, .
(" + Adcitonsi Time )
( )

Comments

N

‘Submit for Approval
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Sick Time

To use sick time, click on “Additional Time”

Employment + Employee + Timecard Enty

Pay Period 10/20/2023 - 11/19/2023

< AllTime Sheets

[ ¢ ] Weektonsnons-1voazos | > |
J 500 ot hours J

71SALLECE » Work-Study Tutorial Center
Clara € North  Learning Resources Center + Los Banos Campus
500

——
(" comments
\

Submit for Approval
J

Pay Period 10/20/2023 - 11/19/2023

¢ Al Time Sheets

| < | Week 10/29/2023 - 11/04/2023 ‘ > ‘
) 5.00 Total hours -

71SALLECE » Work-Study Tutorial Center
Clara C_ North » Learning Resources Center * Los Banos Campus
54

Click the drop-down menu under “Choose Earn Type”

oy
[ Comments | Submit for Approval
h A

Eamn Type Su 1029 Mo 10/30 Tu 10531 We 111
‘Work-Study Student ) . . . .
‘ 00:00 AM H 5:00 AM H B:00 AM H 00:00 AM ‘
‘ 00:00 AM | ‘ 1:00PM ‘ ‘ 9:00 AM | ‘ 00:00 AM
Chaose Eam Type
v
I/ Remove )
.
Position Total Hours: 0.00 400 1.00 000
rd ™
( Comments ] Submit for Approval
A\ s
Click “Sick”
Choose Eamn Type
Eal
Sick
Position Total Hours: 0.00 4.00

1.00

Emim P P wern e P o
\ o | soom | soom | o |
\ v | v | o0 | oo |

———

(" + Additional Tme )

( )

Savedst27AM

50
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Enter the hours of sick time you wish to use for that day

Sick | | | |

2.0

rd Y
| Remove Sick |
e A

Position Total Hours: 0.00 4.00 1.00 200
S
omments upmir r Approval
[ © t: | Submit for A |
A ey
When you are done, click “Submit for Approval”
Employment + Emplovee * Timecard Entry
Pay Period 10/20/2023 - 11/19/2023
=
71SALLECE » Work-Study Tutorial Center
\' el ol vl Pl pel oo | o
[ e | o || vl o | e | o || et |
+ ()
[ om)
-+
(" + Additonal Tme )
( )

N

Comments

|
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