J1Web Timecard entry

STEP 1
Login to the J1Web using your Northland credentials: first part of your email and Northland password.

NORTHLAND COLLEGE Jenzcbar One Web

Need help signing in?

STEP 3

Below is the home page you will reach when accessing J1Web. Your home page can be customized by
pinning items to your home page. To return to your home page at any time just click the rainbow
butterfly at the top of the screen.
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Mon, May 04
All Day PPD 05/15/20 Houry Fulltime StaflTimecard Entry due
Wed, May 06
All Day PPD 05/15/20 Federal Work Study Timecard Approvals dus
All Day PPD 05/15/20 Houry Fulltime StaflTimecard Approvals due
All Day PPD 05/15/20 Houry Parttime StaflTimecard Approvals due
All Day PPD 05/15/20 Hourly Temp Stall Timecard Approvals due
All Day PPD 05/15/20 Non Workstudy Hourly Timecard Approvals due
Al Day PPD 05/15720 Northland Work Aveard Timecard Approvals due
All Day PPD 05/15/20 Salary Ful-time Staf Timecard Approvals due
All Day PPD 05/15/20 Salary Parttime Stafl Timecard Approvals due

i My Calendar Center


https://my.northland.edu/hr/payroll/

STEP 4
To enter your timecard, click the setting button in the upper left corner,

STEPS5
Click Employee and choose Enter Time. When entering your time please be sure to select whether it is
time worked, vacation, medical or holiday.

* Please note that you can also view your current deductions, your direct deposit information, pay
statements, tax withholdings as well as check your leave balances from this drop-down menu.
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STEP 6

The deadline for entering hours can be seen at the right side of the screen. To enter your time after
lunch, just add another row by selecting the add another link

Add the remainder of your hours and press the blue save button.
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Once all hours are recorded for the pay period, you can click the finalize button to submit.



STEP 7
***NOTE***- you can also pin your timecard to your home page.

Click Employee under HUB- this brings you to your employee hub page
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Under the timecard box- click the push pin icon to pin the timecard to your homepage.

© Request leave i

Timecard

6/16/2020 - 6/30/2020 9 of 15 days remaining

Today's Time (6/22/2020)

Start Time End Time Type

Day Total: Om

Current Pay Period Totals

Payroll AdministratorfHR Generalist 6 past days with no time entered 0

(0 worked, 0 other)

Go to timecard entry

Success! This block was successfully pinned.

The timecard block now appears on the homepage





