Step 1: Go to the school website evc.edu
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Studyin San José

We are glad you found us! We are located in the foothills of San José and offer two-year
degrees & certificates.

WHY EVC FIRST STOP CENTER

SEARCH FOR YOUR PROGRAM OF INTEREST @ e v
oo e

like to know?

Step 2: Click on Sign On / Canvas, located in the top right corner of the website
home page (next to the search bar).
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Step 3: Sign into SJECCD Secure Login

4
SAN JOSI
e \ s SJECCD SECURE LOGIN
CITY COLLEG
Username
Enter your username

Password

Enter your password

Unlock/Reset Password | Change Password

First time sign-in for students, please visit
our ITSS Help Desk Portal Knowledge Base
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If you are experiencing login issues where
browser is landing back on this page,
PLEASE CLEAR BROWSER CACHE, close
browser and try again.
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Step 4: Select the Self-Service lcon
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Step 5: Click on the Employee box

Hello, Welcome to Colleague Self-Service!

Choote a category 1o get started

o Student Finance

Here you CAN VIew your Latest 52

@ Tax Information

Here you ¢a

o Student Planning

Vpro ‘

r COUIE sections

Grades
7]

Heére you ¢an view your g7od

Step 6: Click on the Time Entry box

Empiovment Empioves

Employee Overven

HaNge your consent for e-deftvery of tax inform
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Welcome to Colleague Employee Self-Service!

E Tax Information

Mere yOu Can change your consent for e-deivery of tax ir

® Earnings Statements

MALE YOU Car VIEW YOUT SXTINES SLatement husto

Position History

Here yOou Can view 3 It of yOour posinons

@ Current Benefits

Here you ¢ view all your current Denefins

MAtIOr

Financial Aid

@ SIECCD requires all students 1o submit COVID-19 prool of vaccimation. Upload your proof of vaccination oaline through SIECCD SECURE LOGIN / Point & Ok

Hete you can accass Mnancial a8 data, forma. et
m Employee
Here YOu Lan venw y ’, L% 2 tatements. Dar
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) Course Catalog
Mere you Can view and search the course tatalog
=} Transcript Requests
HErE YOu ¢an view and request  Tasariot

Time Entry

BT e yOu C8 out YOur timecards

Leave

Mere yOu Can view your leave balances and leyve

Stipend History

Here you Can view & st of your stipend




Step 7: Select the week that you worked

Employment Employee Time Entry

Time Entry

10th of the Month

08/01/2022 - 08/06/2022
Due by: 9/1/2022 10:00 AM Hrly Staff Assistant |
Total: 0.00 Hours

08/07/2022 - 08/13/2022
Due by: 9/1/2022 10:00 AM Hrly Staff Assistant |
Total: 0.00 Hours

Step 8: Enter hours worked

£ mgiree me Entry

Pay Period 08/01/2022 - 08/31/2022

o Hrly Siaff Assistant |
Berry, Ebonnie £ « Fnancal Ald Office » Evergreen Valley College

o

n 731 Mon 81 Tue 82 Wed /3 Thu &

Classified Hourly

+ Addtional Time

Position Total Mours

eave Balances



Example:

Earn Type Sun 7/31 Mon 8/1 Tue 8/2 Wed 8/3 Thu 8/4 Fri 8/5 Sat 8/6 Total
Classified Hourly
20.00
‘ 00:00 AM ‘ 9:00 AM 9:00 AM 9:00 AM 9:00 AM 9:00 AM 00:00 AM
‘ 00:00 AM ‘ [ 1:00 PM 1:00 PM 1:00 PM [ 1:00 PM ] [ 1:00 PM 1 00:00 AM

+ + o+ + o+ - +

Step 9: Submit for Approval
Pay Period 08/01/2022 - 08/31/2022

< All Time Sheets

< Week 08/01/2022 - 08/06/2022 l > J saved at 3:03 PM View Leave Balances
20.00 Total hours S

o Hrly Staff Assistant |
Berry, Ebonnie E. - Financial Aid Office - Evergreen Valley College A
20.00

Earn Type Sun 7/31 Mon 8/1 Tue 8/2 Wed 8/3 Thu 8/4 Fri8/5 Sat 8/6 Total
Classified Hourly
20.00
00:00 AM ‘ 9:00 AM 9:00 AM 9:00 AM 9:00 AM 9:00 AM 00:00 AM
00:00 AM ‘ [ 1:00 PM } [ 1:00 PM ] [ 1:00 PM ] [ 1:00 PM } [ 1:00 PM ] { 00:00 AM ]
( <4 Additional Time )
Position Total Hours: 0.00 4.00 4.00 4.00 4.00 4.00 0.00 20.00




