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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.
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Student Supervisor Time Approval

In Time Approval you can:

e View

e Approve

e Un-Approve (sends timesheet back for updating)

e Reject (sends timesheet back to updating)

e Make Comments (before approval)

e 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.
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Tip: Clear your filters to see all student employee timesheets

e Click Reset Filters & then click Apply Filters
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Use the drop-down arrows to open and see more details.
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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.
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Once approved, the front screen view will change to Un-Approve and the View detail will show

Approved

Pay Cycle Pay Period Due By Status Total Hours Regular Hours

“~ Alice Chan - 1238736

Overtime Hours

0.00

Additional

+ Unapprove @Reject (=) Comments

™ Student Payroll 11/09/2025- 12/10/2025 Approved 0.00
12/08/2025 11:59 PM
Week 11/09/2025 - 11/15/2025
‘ > ‘ Saved

0.00 Total hours

BUS-ZR2 « Business Office Annex Assistant
Juli salinas - Business Office - Main Campus
00|

Earn Type Su11/9 Mo 1110 Tu11/11 We 11/12 Th11/13 Fri11/14

Foreign Student Taxable

Position Total Hours: 0.00 0.00 0.00 0.00 0.00 0.00

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

e Click Employee Link (upper left of the screen)

e Click Employee Proxy
o Click Add Proxy button
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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

Add Employee Proxy

Select Proxy Type*

Time Approval hd
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Proxy access ends at 12:01 AM on this date.
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James milled Q
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James "Sandy" Miller
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Cancel

Login as a Proxy

e Click Sign-out

e Select Change Proxy User

e Select supervisor you are approving on behalf of
e Clickon Employees to see student timesheets
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Person Proxy

Welcome to Colleague Self-Service! Select the person's account you want to view:

-
Julianne L. Salinas

Kirsten L. Kitamura

Cancel

@ Hello, Welcome to Colleague Self-Service!
Choose a category to get started.

. Employee
3

Look up Time History

o Click on Employee link

o Select Time History (Supervisor)

e Search for student’s name

o Select Pay Period & Week to see timesheet history
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® WHITMAN COLLEGE

Employment Employee Time History (Supervisor)

Time History (Supervisor)

Search for Employee

‘ 1269678
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Select a Year to view associated Pay Period

2025 hd

Pay Period

10/09/2025 - 11/08/2025

Student Payroll

09/09/2025 - 10/08/2025
Student Payrall

05/09/2025 - 06/08/2025
Student Payrall

04/09/2025 - 05/08/2025
Student Payrall

03/09/2025 - 04/08/2025
Student Payrall

Create Email Filter

o Click the plus sign next to Labels (+)
e Enter a name for the new label (whatever you would like to call these emails)

10/09/2025 - 11/08/2025

Student Payroll

Ayano Yoshikawa

Dates

10/09/2025 - 10/11/2025
> 10/12/2025 - 10/18/2025
> 10/19/2025 - 10/25/2025

10/26/2025 - 11/01/2025
> 11/02/2025 - 11/08/2025
>

e Click Settingicon (cog wheel looking image)

o Select “Filters and Blocked Addresses”

o Click “Create a new filter”

e Enter email address no-reply-timecares@whitman.edu

e Check “Skip the Inbox (Archive it) box
e Check “Apply the label: check box

o Enter name of label
e Click “Create Filter”
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Please enter a new label name:
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General Labels Inbox Accounts Filters and Blocked Addresses Forwarding and POP/IMAP Add-ons Chat and Meet Advanced Offline Themes

The following filters are applied to all incoming mail:

Select: All, None

Create a new filter  Import filters

The following email addresses are blocked. Messages from these addresses will appear in Spam:

From no-reply-timecards@whitma n.edu|

To

Subject

Has the words

Doesn't have

Size greater than

MB l

[ Has attachment

Create filter
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T

When a message is an exact match for your search criteria:

)

Skip the Inbox (Archive it)

Mark as read

[

Star it

K]

Apply the label: |ST TS Emails -
Forward it  Add forwarding address
Delete it

Never send it to Spam

Send template: No templates -
Always mark it as important

Newver mark it as important

Categorize as: Choose category... ~

0O00O0O0O0Ooao

Also apply filter to 35 matching conversations.

Learn more Create filter

Q. Search mail

Settings

General Labels Inbox Accounts Filters and Blocked Addresses Forwarding and PC

The following filters are applied to all incoming mail:

Matches: from:(no-reply-timecards@whitman.edu)

- Do this: Skip Inbox, Apply label "ST TS Emails™

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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