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Log in to Self Service Timesheet Approval through myWhitman 

 Left hand, blue bar, under Tool’s drop-down menu. Click on Student Worker Time Approval.  

 

  



Student Supervisor Time Approval 

In Time Approval you can: 

• View 
• Approve  
• Un-Approve (sends timesheet back for updating) 
• Reject (sends timesheet back to updating) 
• Make Comments (before approval) 
• Edit your employee’s time (must “SAVE” changes as you make them) 

*** Anytime you Approve, Un-Approve, Reject, or make changes, and email will be sent to the student 
employee. 

 

Tip: Clear your filters to see all student employee timesheets 

• Click Reset Filters & then click Apply Filters  

Click 
Both 



Use the drop-down arrows to open and see more details.  

  



 

 

 



Click View to see the hours entered for each week. In this view, you can approve, reject, or 
comment on the week you are viewing.  

 

 



Once approved, the front screen view will change to Un-Approve and the View detail will show 
Approved  

 

 

 

Set up a Timesheet Proxy Approver (New form of Alternate Supervisor) 

• Click Employee Link (upper left of the screen) 
• Click Employee Proxy 

o Click Add Proxy button 

  

 



Use drop down arrow to select Time Approval 

Effective date will auto fill  

Enter a date or leave Revoke Date blank 

Search for Proxy name and select 

 

Login as a Proxy 

• Click Sign-out 
• Select Change Proxy User 
• Select supervisor you are approving on behalf of 
• Click on Employees to see student timesheets 

 

 



 

 

 

Look up Time History 

• Click on Employee link 
• Select Time History (Supervisor) 
• Search for student’s name 
• Select Pay Period & Week to see timesheet history 



 

 



 

Create Email Filter 

• Click the plus sign next to Labels (+) 
• Enter a name for the new label (whatever you would like to call these emails) 
• Click Setting icon (cog wheel looking image) 
• Select “Filters and Blocked Addresses” 
• Click “Create a new filter” 
• Enter email address no-reply-timecares@whitman.edu 
• Check “Skip the Inbox (Archive it) box 
• Check “Apply the label: check box 

o Enter name of label 
• Click “Create Filter” 
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Find Student payroll information on the Whitman website:  

https://www.whitman.edu/accounting-and-business-services/staff-and-faculty-resources/student-
payroll 
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