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Accessing Time Entry via Self-Service 

Go to thehub.southeast.edu
 Log in using your SCC user 

name and password
Under Quicklinks, select Self-

Service



 Select the Employee tab

 Select the Time Entry tab



 Select the week you want 
to enter
 Note the date and time the 

timecard is due by



Enter time for the week



Submit timecard each week after completion



Add comments for the supervisor
 Your supervisor will see your comments in the email they receive when a timecard is 

submitted, returned to edit, or resubmitted



Unsubmitting a timecard
 If your deadline has not passed, select the week you want to correct if it has a status of Submitted
 Once a timecard is Approved, contact the supervisor to reject/unapprove before correcting



 If your supervisor unapproves or 
rejects one of your timecards, you 
will receive an email from the 
supervisor with the reason for the 
rejection

 Click on “Return Timecard to Edit” 
before you make changes or 
corrections

 You can add comments before 
submitting the corrected timecard 
by clicking on “Comments”

 Remember to resubmit the 
corrected timecard



Submitting Zero Hour Timecards
 If there is a week(s) when no work was performed, please submit the zero hour 

timecard so the week may be approved
 You can include a comment before submitting, if desired



Timecard Deadlines

 Best practice is to enter your time on a daily basis
 It is best to submit your weekly timecard each Friday
 The employees’ deadline to submit timecards for the pay 

period is 5:00 p.m. on the 3rd of the following month
 The supervisors’ deadline to approve timecards for the pay 

period is 5:00 p.m. on the 5th of the following month
 Any adjustments needed after the supervisors’ deadline must 

have supervisor approval and will be entered by Payroll



 Trouble with timecard – Email:  payroll@southeast.edu

 Can’t log in to The Hub or Self-Service:  IT Helpdesk – Email:  helpdesk@southeast.edu
or call (402) 437-2447

 All payroll related questions – Payroll Department – Email:  payroll@southeast.edu or 
call:

 Joy Steckly ext. 8264 
 Nancy Colton ext. 8212 
 Shelley Lorenz ext. 8213

QUESTIONS? 
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