
Online
Timesheet

Tutorial
Important:



 If you are experiencing Timesheet trouble please contact

OSE (ose@nyit.edu)



Important
information

to know
about

submitting a
Timesheet...

01 Submit timesheets every week.

02 You can only save your
timesheets up to 3 weeks.

03 You can only work up to 20 hours
per week.

04 Students can not work more than
8 hours in a day

05
Time sheets can only be
submitted one at a time and in
order.

06 You MUST submit ZERO hours if
you didn't work that week.

07
If you work more than 6 hours in
a day, you MUST take a half-hour
unpaid break.








Go to 
www.nyit.edu

 & 
Click on

 "Current Students"

Next, Click 
on 

"MY.NYIT"

Then, Click
"Sign in"
Under

"Current students,
 Faculty, Staff"

How do I access my Timesheets? 



Log in using your
NYIT username
and password



Find the
"Finances" tile 
Then, Click on the tile






Click on Student
Timesheets Then, Sign in again

using your NYIT
username and

password



Find the
"Timesheet" tab at

the top of the
screen, then click it.

Next, you are going to select
your award type.

(Federal Work Study, or
Student Aid)



Timesheet
Summary
Page

Make sure to select the correct week before clicking select.

Example:



Today is June 19, this is the
week of 06-13-2022 Through
06-19-2022; Click that circle

and hit "Select".

Reminder: You can only submit one
timesheet at a time.


