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@ Login with Username and Password

Click "Add a Row " and select Hours Type; enter hours,
minutes and am/pm for start and stop time; additionally
Dome students will select Event worked from list

Click "UNI Student Employee Self Service"

Click "Add a Row" to enter another Hours Type

Click "Timecard"

Click "Save for Later" to save an incomplete timecard

Click "New Timecard" icon to create a new timecard or
Click the "Open" icon to undate a Workina timecard
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Click "Save and Review for Submission" to review a
combpleted timecard
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Select Assignment and Timecard Period, then click "Go"

Click "Submit" to forward timecard for approval




