


Login to Time Entry DEADLINE:

- Via your student PiratesNet Account... - Students Entering Time will have until the 18" at
Click “Current Students” to proceed. midnight of each month to enter time.
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Loc OuT  MAIN MENU  CONTACT Us

First-Time User Information What is My User ID?  Whats My Password?

Current Students

Welcome Student-B Test!

All Users: Select your point of entry to the right.

PiratesNet Information

PiratesNet Hours: 6AM to 11PM Daily

PiratesNet Student Hotline: (209) 575-7900
Spring and Fall semesters: 8:00am to 5:00pm Mon - Fri
Summer semester: 7:30am to 5:30pm Mon - Thur

MJC Admissions: (209) 575-6013
Admissions Office Hours

Instant SSL Certificate
Secured

Lo Our  MAIN MENU  CONTACT Us
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Student Worker Info Page

» To Enter Time Select “Time Entry”.
» To Print Select “Time Entry Report”

The time has come!

Set-up your MJC Student Email Account NOW because email is no longer being sent to your personal email account.

To begin activation of your e-mail account login to PiratesNet.

Users must be logged in to view this page
Links on this page may display confidential information.

User Account

Change Password
Review/Change Personal Information

Online Courses

Log in to online classes

Financial Information

Registration

My Account Statement
Pay on My Account
Account Summary
Optional fees

View My 1098-T Forms
1098 Electronic Consent

Financial Aid

Financial Aid Information
Cal Grant GPA

My Documents

Apply to MJC

Registration Date and Time

Search For Classes

Register For Classes / Build Class Schedule
Drop Classes

My Class Schedule

Drop Waitlisted Classes

Add class with Add Card

Electronic Add Card Request (For Online Classes)

Academic Profile

Communication

Student Email Activation Instructions
Student Email Activation

Student Email Sign In - PiratesLink
Vocational Survey

Questions & Feedback

Online Forms

Grades & Unofficial - Transcript
Assessment Test Scores

My Profile

er Info

Time Entny =

me Entry Repo!

W-2 Statements - 2009 & <
W-2 Statements - 2010 & >
Pay Advices




Time Entry TIPS:
» Choose Only One assigned

o " i » Need Position ID? — Contact your hiring department.
Position ID & “Submit”.

« More than one position? — Enter your time for the first
position, “submit”, then return to this screen to “choose

”

> Ste P2y Period” select one. another position, enter time, and “submit”.
*Remember you must “submit” for each position
N ) separately.
Q) » Pay Period Dates — Ensure you are selecting the correct
‘ position ID within the correct pay period dates.

PiratesNet

CURRE STUDENTS Welcome Student-B Test!

Loc OuT = MAIN MENU STUDENTS MENU HELP  CONTACT Us

Complete By

Choose Only Department Supervisor  Location Date

One
" |

Pay Period
Start Date

Pgy Period " - Start
i Dite Position Title Position Id Date

012011 R orter. Y\ REGUSTU- [ 120710
Al

1272110 01/20/11 || Regular Student Worker REGM-5TU- 12/01/10 || MJC Admissions Supervsior-A MJC - Distance 01/24/11
Admissions 903AS Test Education 05:00PM

SUBMIT

LoG Out MAIN MENU STUDENTS MENU HELP  CONTACT Us
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Time Entry
» Enter the number of hours worked
each day in “Hours Worked” and

TIPS:

» Only time from current pay periods can be entered.

= Time from previous pay periods must be submitted
on a paper pay claim.

S Ste p “submit”. Time can be entered daily.
~HY!

Time Entry

Valcode Table EARNDIFF not found.

Pay Period End

Position Id Position Title Date

Pay Cycle Department Location Supervisor

Complete Entry

Leave Type Leave Balance

Date Day Hours Worked AnnualLeave Hours Sick Hours Other Time Hours Other Time Types Shift Hours Shift Type InsertLine
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TIPS:

Sign & Submit » Once you electronically “sign” your
« When all time is entered, click the “check payclaim, you will not be able to re-enter
box” this serves as your electronic signature.| time.
» Only “submit” your signature when all time
has been entered for the pay period.
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» Time from previous pay periods must be
submitted on a paper pay claim.

01/11/11 Tuesday
01/13/11 Thursday

01/15/11 Saturday
01/19/11 || Wednesday
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Additional Time(Prior Period) [

Checking this box becomes your electronic signature acknowledging your submitted time as accurate and ready for supervisor approva@ _
g

Supervisor Decision Pending Approval

Supervisor Comments

Supervisor's E-mail Address

| SUBMIT | )

v
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Users must be logged In to view this page

Print Option (Optional)

- Return to your PiratesNet Page

- Select “Time Entry Report.

Links on this page may display confidential Information

User Account

Change Password
Review/Change Personal information

Financial Information

My Account Statement
Pay on My Account

c umma
Optional fees
View My 1098.T Forms
1098 Electronk Consent

Financial Aid

Einancial Aid Information
Cal Grant GPA
My Documents

Communication

Student Emall Activation Instructions
W1 t Il IV,

Student Emall Sign In - PiratesLink

yocat |

Questions & Feedback

Online Forms

Online Courses
LoQg In to online classes
Registration
Apply to MIC
Reqsstration Date and Time
hF
Reqister For Classes / Bulld Class Schedule
Drop Classes
My Class Schedule

Drop Waltlisted Classes
Add class with Adg Card
QMMMM

Academic Profile
Grades & Unofficial - Transcrpt
Assessment Test Scores
My Profile
Student Worker Info

W-2 Statements - 2000 & <
W.2 Statements - 2010 & >
Pay Advices
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Report Login.
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Time Entry Report Login

Enter your fast na
Enter your 8-digit birthdate (mmddyyyy - ie 010120
Enter last 4 digits of your SSN (###4 - ie 010%

Report selection:
Student Cument Time Entry

CLOSE WINDOW

_/L' MODESTO

Print Option @ PiratesNet (Optional)
-“Complete & Submit” Time Entry

Time Entry Detail Report
Current Open Payroll

(0779141) STUDENT-B TEST 1/13/2011 - 4:38:49PM
PositionID:  REGM-STU-S04ES
Position Twe:  Regular Student Worker; Agriculture; MJC
Supervisor: SUPERVSIOR-A TEST
Date: Hours:
1212112010 2,00 16,00
12/30/2010 200 16.00
01/10/2011 200 16.00
01/17/2011 2.00 16.00
Totals: 8.00 $64.00
Page 1of 1



You will be notified via your student
email when:

* Your hours are “approved” by the assigned manager
* Your hours are “modified” by the assigned manager

* Your hours are “rejected” by the assigned manager

Step-by-Step Summary of
Student WebTime Entry

TIME ENTRY MUST BE COMPLETED BY THE 18" AT MIDNIGHT OF EACH MONTH.

— If time is not submitted prior to this deadline, hours will not be paid until the following pay period.



INSTRUCTIONS

Login to PiratesNet

Select “Current Students”

Select “Only One” Position ID (Position ID is available through your department)
Enter “Hours Worked” each day

— Time may be entered daily and saved, remember to “submit”
—  Entries should be in .25 hour increments

— Time may be entered for current pay period only. (Time for a previous pay period must be submitted on a paper
pay claim)

To electronically sign your Time Entry form, you must “check the box” provided at the bottom of the
form.

—  Clicking this box indicates that your time entry is complete and ready for approval.
—  Once electronically signed and submitted, there is no way to modify hours entered.

Your may “Print” your Time Entry Detail (payclaim) by selecting “Time Entry Report” on your Student
Page”.

An email will be sent to your email account when:

- Management approval has occurred
- timeis “rejected” or “modified” by the assigned manager

If Time Entry is “rejected” by the assigned manager, you will have a very short time period to re-enter your time.



