E-Time Instructions

e The easiest way to get there is by going through Ship.edu. Go to the banner of the bottom of the
page, click Current Students, and then E-Time. (See images below for further guidance.)
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Self-Service Portal

e To loginto the portal, you will use your Ship email and password.

Sign in with your organizational account

[Iscm eone@example.com

Password
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e Below is the Home page. Click on the eTime tab to enter hours.
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Welcome_to the Self-Service Portal!

My Portal Applications

This page will provide you with information about each of the applications available for you to access in the,
Self-Service Portal, For each application, you will see 2 corresponding “tab” across the top navigation bar. To
access an application, simply click on the tab in the navigation bar. Any related announcements, information,
or help can be found within each specific area of the portal.

Account Alerts

The Account Alerts page provides options for receiving notifications when designated portal
applications are accessed. Employees may receive alerts via Text Message, Personal Email, and
Employee Work Email (State System). Please be aware that if you elect to receive Text
Messages standard wireless carrier charges may apply.

Employee Self-Service

Employee Self-Service is a web-based service that provides employees with infermation
related to their employment with the Pennsylvania State System of Higher Education (PASSHE).
The ability to directly view your human resource and payroll data in the PASSHE Human
Resource/Payroll System provides an excellent opportunity far you to ensure that the
information is correct and kept up to date. One of the major advantages of the ESS system is
having real-time data at your fingertips 24/7.

eTime

The eTime system will allow students to enter their weekly hours worked, and allow
supervisors to approve their employees time worked.

Address Changes in 2021
1f your address has changed in 2021, please make sure to report your address change to your university's
human resources / payroll office prior to December 31, 2021. By taking this important step, you are
ensuring that the State System and your benefit vendors (healthcare, retirement, etc.) have your current

Need to change your password?

Account Self-Service Portal

address on file.

If you cannot recall if an address change was reported already, you can view your address in Employee Seff
senvice (€5S) by following these steps:

1. Click on the Employee Self-Service tab.

2. Click on Personal Information.

3. Click on Address and Contact Information

'W-2 Form Electronic Delivery Election by 12/31/21

Emplovees can chaose to receive their 2021 W-2 form from the State System electronically via ESS instead
of a paper W-2 form delivered by U.S. Mail.

By choosing to receive your W-2 form electronically via ESS, you will have access to your W-2 form earlier
in January, prior to the date you would normally receive it via U.S. mail. By making this election, you will be
able to view and print your W-2 form, and obtain all future W-2 forms, only in electronic format. W-2 forms
will not be printed and mailed to employees that choose electronic delivery via ESS.

To receive your 2021 W-2 form electronically via ESS, please click this link: (Click here to go directiy to the
ESS Online W2 Election screen)

2021 State Employee Combined Appeal (SECA)

It is that time of year again, the SECA 2021 Campaign has begun. Often, even 3 small group of peaple
committed to a common cause can accomplish great things. Just imagine what thousands of commonwezlth
employees can accomplish by committing to this year's State Employee Combined Appeal (SECA) theme of
“Get In The Game.”

since SECA bagan in the 1970, employees have raised more than $100 million. Many of your colleagues
give each year because SECA allows them to easily donate to the causes most important to them. This year,
We are striving to meet our goals of $128,353.00 and 417 donors,

Pledges can be made here on Ess (Click here to go directly to the ESS SECA Enrollment screen) or paper
pledge form, in the form of easy payroll deductions or one-time donations.

e There are various features on this page. The calendar in the middle shows the current pay
period, what day it is, the last day to enter and sign any entries for the current pay period,
and shows the pay date for the current pay period.

e The page tells you how long you have until your password expires. To the right, it will show
your hours for this pay period and last pay period’s hours.
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To get to the page below, you will click on the tab that says, My Timesheet.

The page will look different if you do not have any hours entered.

To enter hours, first select your department/position under the Department/Position
section. Then select the date in the section labeled Date. In the Time Frame category, use
the drop arrows and find the beginning and ending time for the hours you worked.

Please note that times are in 15-minute increments.

Once you have the date and times entered, click the button that is labeled + Add Entry.

wekcome to eTime [
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My Information My Timesheets My Settings
My Timesheet for: [Current Time Eniry Period & All Unsigned Time v
Sep 11 to Sep 24
Human Resourses Mon, Sep 13 S:00AM - T45PM 575 5800  Signed 5ep 13 & Approved :n_
First Vear Experience” Mon, Sep 13 400PM 150 §725  Signed Sep 13 & Unapproved
First Vear Experience” Tue Sep 14 125 5725  Signed Sep 15 & Unapproved
P W e s e PO |
First Vear Experience® Wed, Sep 15 200 §725  Signed Sep 15 R Unapproved
First Vear Experience” Thy, Sep 16 050 §1.25  Signed Sep 17 2
First Vear Experience” Thu, Sep 16 - 12:15PM 125 §725  Signed Sep 17 3
Human Resourses Fri, Sep 17 530 5800  Signed Sep 17 3
First Vear Experience” Fri, Sep 17 300 §725  Signed Sep 17 25X Unapproved
ok 1 total 2650
Week 2 total 000
Pay Period Total: 26.50 | View Totols by Department

After you have entered a time, you will need to sign it. This is to verify that your times are
correct. You can sign one or multiple entries at a time.

Once you have the time(s) selected that you want to sign, click on the sign button with the
pencil icon.

Select: All, None, Unsigned .G'J Copy || Delete

After clicking Sign, the box below will pop up and you will need to enter the generated code
to virtually sign your time. You are agreeing that the time you submitted is correct.

Sign Time
Entering the following code indicates your approval
=4 and agreement that the time submitted is
correct, and that you will be legally liable for any
fraudulent hours entered.

8 98DM

Get Audio Code

/ Sign | Cancel
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