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Online Time Entry for Student Employees!! 
If you experience problems or have questions, please contact: 

Payroll:  payroll@newhaven.edu  

Andrea Doody:    203-932-7225 
Associate Director of Payroll 
 
Christine Zuchinksy:   203-932-7230 
Payroll Specialist 

 

Student Employment:  SEO@newhaven.edu  

Sharon Austin-Christy:   203-931-2995 
Assistant Director of Student Employment 
 
Tara Butler:    203-932-7281 
Student Employment Coordinator 
 
Elizabeth Caiafo:    203-932-7279 
Student Employment Coordinator 
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Logging into Self Service Banner: 

Click the link below to login to MyCharger: 

https://mycharger.newhaven.edu/ 

 

When the login screen appears, enter your network Username and Password and click Sign In:  

 

 

 

 

 

 

   

https://mycharger.newhaven.edu/
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To access Self Service Banner (SSB), under Welcome, click on the SSB icon: 

 

 

 

When the Main Menu appears, click on Employee: 

 

 

When the Employee menu appears, click on Time Sheet: 

 

  

Employee 

Time Sheet 
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The Time Sheet Selection menu will appear.  You will see your position(s) displayed and a pull down 
menu to choose the pay period.  Choose the position you wish to enter time for and the current pay 
period and click on the Time Sheet button: 

 

 

 

Click on Enter Hours under a date you wish to enter time for: 

 

 

 

 

 

1. Choose Position 2. Select Current Pay 
 

3. Click Time Sheet 

Click Enter Hours 
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Enter in and out punches to record your time for the day and click the save button at the bottom of 
the page.  You can click on the Time Sheet button to return to your time sheet. 

 

 

When your time sheet is completed for the pay period, be sure to review it carefully and click the 
Submit for Approval button at the bottom of the page.  If you have more than one student job, you 
will need to submit each time sheet separately.  You should submit your time sheet(s) for approval 
after your last shift for the pay period.  Your time sheet must be submitted for approval no later 
than the date and time specified.   

**Important** 

Time must be entered in 
00:00 format in 15 minute 

intervals.  Be sure to choose 
the appropriate AM or PM 

selection 

 

Enter in and out 
punches.  Be sure 

to enter in and out 
punches for breaks 

Click save when you finish 
entering time 

Click Time Sheet to 
return to your time 

sheet 
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You will see a confirmation that your time sheet was submitted on the top of the page.  The bottom 
of the page will show that your time sheet is waiting to be approved by your supervisor.  If you have 
more than one position, and you wish to enter time in another time sheet, click on the Position 
Selection button at the bottom of the page.  If you are finished entering time, select Exit at the top 
of the page to log out of web time entry. 

 

 

  

DEADLINE for 
submitting time 

for approval 

Click Submit for Approval Button 
when your time sheet is complete 

Confirmation of time 
submittal 

The bottom of the screen displays 
the date your time card was 

submitted for approval and that is 
ready for your supervisor to approve 

Exit web time 
entry 

To enter time for a different position, click 
the Position Selection button to view all 

your positions 
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Frequently Asked Questions: 

Q: What happens if I submit my time sheet for approval, but I forgot to put some of my time 
in? 

A: Your supervisor can enter the time in your time sheet for you. 

Q: How do I know when my time sheet has been approved by my supervisor? 

A: You can see the status of your time sheet when you log into Web Time Entry.  Use the pull 
down arrow under “My Choice Pay Period and Status” to view pay periods and the status of 
your time sheet.   

• Not Started – You have not opened your time sheet 
• In Progress – Your time sheet is open and you have entered time 
• Pending – Your time sheet is complete, you have submitted it and it is waiting for 

your supervisor to approve 
• Approved – Your time sheet has been approved by your supervisor and has been 

sent to the payroll office for processing 
• Completed – The payroll office has completed processing your time sheet 
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