
eTime
The following guide will help you navigate through entering, signing and viewing your timesheets.

• Students will only be PAID if hours are entered and signed by the student and approved by their

supervisor.

• Students can ONLY enter hours for the current pay period.  See the payroll calendar for when the 

pay period starts and ends.  

• If a student does not enter their hours during the current pay period they will have to have their

supervisor or payroll administrator enter their hours for them.

• The pay period usually ends on the last Friday of the pay period at 11:59PM. 
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Important messages such as system outage or changes to 

the time entry schedule will be displayed here. 

This is where you enter, 

view, and sign your time

Messages from your dept. 

will be displayed here.

This box contains your password status 

along with the number of hours for the 

selected dept. and a calendar showing 

when hours must be entered and signed.

You will get an email if time is added or 

removed.  Clicking the ‘X’ next to each 

message will remove the message.

Summary of  

your hours.

Click here for 

online HELP!



This feature allows you to take one 

date’s entered time and copy it to future 

dates in the pay period; making regular 

schedules a snap to enter!

Signed time entries appear white; 

Unsigned, Unapproved appear light blue;

Unsigned, Approved entries appear in bold face.NOTE: Only unsigned time from previous pay periods are displayed

Click here to email 

your Timekeeper

This top section is where you add 

your time. It also includes your pay 

rate and work dates.











Student Timesheet Tab –Why some dates cannot be selected.


