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BOSTON UNIVERSITY

Student Link

Welcome to the Student Link... your link to your records at Boston University. If you are a new user, please check out Getting Started in the Basics area. Menu items listed
in italics are public; all others require a BU Login Name.

express link¥ Checklist - New Jan Undergrads
Checklist - New Undergrads
Current Schedule
Check Your Email
Work Study Jobs
MicroFridge Rental
University Class Schedule
Registration

University Class Residence Assignment,
Schedule,Classes, ... Convenience Points, ...

Account Inquiry, Financial Aid, Getting Started, What's on, ...

Reszonal List of functions
Address, Personal Profile, ...

Student Employment Office
Website, Quickie Jobs ...

nber to logoff to protect your privacy.
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Eligibility Requirements for Student Employees
Student Employment Office Website
Quickie Job Listings
Job Board Listings
Search - Quickie and Job Board
Work-Study Award Information
Work-Study Job Listings
Work-Study Job Evaluations
! Development

Employee Time Entry

Direct Deposit Authorization
Students looking for jobs should check out both our Job Board and Quickie Job Listings for up-to-the-minute employment opportunities.
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BU login name

Password

Forgot Lagin or Password

APPLICATION: StudentLink
CONTACT: Account Manager




5. Click job title

* |f you have more than one job listed, be sure
to choose the correct job for the hours you

wish to enter.
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Employee Time Entry - Job Summary

Job Type to view their award balance information,
pLE! hi

12:01 a.m. through Sunda:

* Time Entry for cument weak

rall b v Prior Woaks.

Student Entered Hours Submitted

View Prior Weeks

* Select Work Waek. | 08112004 - 08/

* Ta view the award balance of a work- study student, click on W-S Job Ty
* Select job tithe from list below to view time.

Supervisor Name Student Entered Hours  Submitted  Approved

Title Department
I7.50 OB/1S/2014 0B/15/2014




6. Enter |
worked using

urs you
p down menus

— Be sure to include any break time

— You must take a break after 6 consecutive hours of
work — it’s the law.

Bagail

08/ 297 2004

Primary Supervisor  Contact Supervisors
Cobeen Robingon t

Fasst Hows
Fnet Hous
Faset Hows.
Fset Hours
Raset Hown
. | | R Hows

. *| | Reset Hoors

Calzulate Mzurs | | Rasat Al Hours.




Time Entry
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Enter Time - Office Assistant

Work Week: 08/18/2014 - 08/24/2014 Estimated Paycheck Date:08/29/2014

Title Job Type Department Primary Supervisor Contact Supervisors
Office Assistant W-S Student Employment Office Colleen Robinson Contact Supervisors

Day Date Begin End Begin End Begin End
Maonday 08/18/2014 'goam v | [1230pm v [1.00pm v | [5.00pm v ‘ Reset Hours ‘

Tuesday  08/19/2014 ‘ '| ‘ Reset Hours ‘

Wednesday 08/20/2014 ‘ '| ‘ Reset Hours ‘

Thursday 08/21/2014 ‘ '| ‘ Reset Hours ‘

Friday 08/22/2014 ‘ "| ‘ Reset Hours ‘

Saturday  08/23/2014 ‘ '| ‘ Reset Hours ‘

Sunday 08/24/2014 ‘ v

set Hours

| Calculate Hours | ‘ Reset)M\ Hours |

Return to Job Summary

® Work-Study, International and Law students are not permitted to work over 20 hours per week while classes are in session.

* work-Study students may click on WS Job Type to view their award balance information.

®* Students are required to take an unpaid break of at least 30 minutes after working six continuous hours each day.

® Students are paid for hours worked only. Lunch time, breaks, sick days, holidays and snow days are not to be counted as hours worked.
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* A pop-up will appear notifying you that your hours are being
saved but not submitted and you will still be able to update
them. Click OK to save your hours.

& Time Erén
-

The page at https: ww DU edu says:

Prisary Superviser
Colleen Rabinson

Regin . Fnd

Manday 2 7.5 9 pr 1:00pm-5:00pm
Tuesday
Wednasday
Thun ¥
Friday
Saturday
Sunday 08/24/2014

Total Hours

Beturn o Job Summary







ours are
correct anc checkbox to
certify your hours

E Time Entry Review x %
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Review Time - Office Assistant

Work Week: 08/18/2014 - 08/24/2014 Estimated Paycheck Date:08/29/2014

Title Job Type Department Primary Supervisor  Contact Supervisors
Office Assistant  W-S  Student Employment Office Colleen Robinson Contact Supervisors

Day Date Hours Begin - End Begin - Fnd
Monday 08/18/2014 7.50 9:00am-12:30pm  1:00pm-5:00pm
Tuesday 08/19/2014 7.50 9:00am-12:30pm 1:00pm-5:00pm
Wednesday 08/20/2014 7.50 9:00am-12:30pm 1:00pm-5:00pm
Thursday 08/21/2014 7.50 9:00am-12:30pm 1:00pm-5:00pm
Friday 08/22/2014 7.50 9:00am-12:30pm 1:00pm-5:00pm
Saturday 08/23/2014 0.00

Sunday 08/24/2014 0.00

Total Hours 3730
Return to Job Summary

fv that rthis is an accurate record of the hours [ have worked.

Submit To Superisor | Explain




10. Click

upervisor

A pop-up will appear letting you know that you won’t be able
to edit your hours once it is submitted. Click OK.

Boston University Student Link
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Money Matters

Review Time - Office Assistant

: 08/18/2014 - 08/24/2014 Estimatad Paycheck Date:08/29/2014

Day

Monday

Wednesday
Thur:

Friday
Saturday
sunday

Job Type

Date
08/18/2014
08/19/2014
08/20/2014

2014
2014
08/23/2014
08/24/2014

Total Hours

Department

Student Employment Office

Begin-End
:00am-12:30pm
:00am-12:30pm
:00am-12:30pm
:00am-12:30pm

9:00am-12:30pm

Primary
Colleen Robi

Begin - End
1:00pm-5:00pm
1:00pm-5:00pm
1:00pm-5:00pm
1:00pm-5:00pm
1:00pm-5:00pm

tudentlink.pl/1408
The page at http:

N

¥ Icertify that this is ang@urate record of the hours

Submit To Supenisor

Contact

e worked.



Once you’ve submitted your hours you will be returned to the main
Employee Time Entry page. You should see the total number of hours
you entered as well as the date they were submitted. If you don’t see
this, your hours were not submitted properly and you should go back
and re-submit them.




	How to Input Hours
	1. Go to the Student Link
	2. Click on the work tab
	3. Click on Employee Time Entry
	4. Enter your BUID and Kerberos Password
	5. Click on your job title
	6. Enter in the number of hours you worked using the drop down menus
	7. Click Calculate Hours
	If you will need to return later to enter more hours…
	8. Click Save
	Once you have finished entering hours for the week…
	9. Double check that your hours are correct and click the checkbox to certify your hours
	10. Click Submit to Supervisor
	You’re Done!

