
 
 

 

 

-Web Time Entry- 

Training for Employees with 

Electronic Time Sheets 

 

*Accessing, viewing, entering time, etc. 

*Submitting and certifying time using PIN.   

*Accessing Web Time Entry Calendar for  

  deadline dates.  Deadline time is always  

  before 4pm. 

 



Log in to the College’s Portal 
 https://mysjrstate.sjrstate.edu 

 

•  Pull up the SJRState Portal and click on MySJRstate. 

 

 
•  Click Login. 

 

https://mysjrstate.sjrstate.edu/


Banner Web/Self Service for Access 

 

•  Click Banner Web/Self Service on the left side of the page. 

 

 

 

 

 

 



Access Time Sheet 

 

• Click the Employee tab, then the Time Sheet option. 

 

 
 

 

 

 
 

 



•  The sample below shows multiple jobs for an employee.  When 

you select a job, make sure you are in the correct pay period.  In 

the pay period drop down, you will see the status.  The status 

shown below is In Progress and Completed.  In Progress means 

time has been entered and saved, but not submitted for 

approval.  Completed means the time sheet has been submitted 

and approved.  Click Time Sheet button after selecting.   

 

 

 
 



•  The time sheet page will display.  Locate the specific day you 

want to update.  Click the Enter Hours link directly below that 

day. 

 

 

 
 

 

 

 

 

 

 

 

 



•  Input your hours in HHMM format (09:00; 11:00; 04:45).  Do 

not use military time.  Round to the nearest 15 minutes 

(09:00AM – 02:30PM; 11:15AM – 04:45PM).  Repeat for all 

applicable days using the Next Day button.  Click Save.  To return 

to the Summary page, click Time Sheet.  *From this point on, 

always use the navigation buttons provided, instead of the 

Forward and Back buttons in Internet Explorer.   

 

 

 

 

 

 

 

 



•  Once you are completely done entering all hours worked for 

the entire pay period, and you are ready to submit, you must 

click Submit for Approval.  This must be done before 4pm on 

your deadline date, or prior.  You will be required to enter your 

PIN which is your date of birth with no slashes, using only two 

digits for month, day and year – XXXXXX – example 070499 

(represents July 4th, 1999). 

 

 

 

 

 

 

 

 
 



•  Certify your time by using your PIN again (XXXXXX).  After 

certification is done, click Submit.  To exit, click        in the upper 

right hand corner of the window.    
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

If you are having any problems, you may contact your approver, or 

(Payroll) Lonell Segars – LonellSegars@sjrstate.edu - (386) 312-

4122, or (Human Resources) hrdepartment@sjrstate.edu – (386) 

312-4070. 

 

X 

mailto:LonellSegars@sjrstate.edu
mailto:hrdepartment@sjrstate.edu


Access to Web Time Calendar 

 

•  Log in to the college’s portal and click on My Tab. 

 
 

 

•  Click on Business Office under Department Web Sites. 

 



• Click on Web Time Entry dropdown then click on the Payroll 

Calendar. 
 

 
 

 

 


