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Student Payroll Self-Service (ESS)

Training Manual
Students

Introduction to Employee Self-Service (ESS)
This ESS manual would show you how to

Access your timesheet
Submit your timesheet

On Campus Employment Hour Restrictions - Academic Breaks
Edit your timesheet

Correcting mistake in timecard

Comment on timesheet

Check your Sick Leave Balance

Entering in Sick Time

* Time sheets are due 9th of every month for the past pay period
(Ex: Due: January 9th, for Pay period: December 9th - January 8th).
If you missed the deadline, do not see your timesheet, a position you should be
in, get an error, or have any questions at all related to your timesheet, please
email the Student Payroll Team at studentpayroll@whitman.edu.
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Access your timesheet

2 Ways of Accessing Whitman Colleague self-service website:
1. Directly; 2. From my.whitman.edu

1. Log in: https://selfservice.whitman.edu/Student/ > Employee > Time Entry

@ WHITMAN COLLEGE

r Hello, Welcome to Colleague Self-...

Choose a category to get started.

[s) Student Finance ® Financial Aid
Here you can view your latest statement and Here you can access financial aid data, forms, etc.
[C)s] make a payment online.
= -0 Tax Information

Here you can change your consent for e-delivery
of tax infermation.

Student Planning 5 Course Catalog
Here you can search for courses, plan your terms, Here you can view and search the course catalog.
and schedule & register your course sections.

Grades

Here you can view your grades by term.

@ WHITMAN COLLEGE

Employment - Employee - Time Entry,

@WHITMAN COLLEGE

Welcome to Colleague Employee Self-Service! i iy
B
Ef = Leave ©B
Here you can view your |leave balances and leave
=
requests. b
‘ >
= Time History
Here you can view your paid timecards.
(Submived
>
>
117302025 - 1210672025
Due by: 12/10/2025 10:59 PM urce Tutor
Total: 0.00 Hours fice Annex
>

ulation Assistant

12/07/2025 - 12/08/2025


https://selfservice.whitman.edu/Student/

Last update:2025, Made by:Business Office

2. Log in: my.whitman.edu > Student Tools > Time Entry

i:@’ myWHITMAN
WHiTMAN COLLEGE

- A Home startt Account Authorization

= Student Tools A
Link

Q People & Course Search Rest
You are about to log into myWhitman Link Index Add Flex Dollars
‘Whitman username Fle)( BalanceS
O Pprofile
Password Check In & Holds
@ Support

Course Search

This is the Whitman College Central Authentication Service (CAS). When you
log in with this service, you'll be automatically logged into any other web
application that supports CAS.

Enrollment Verification
Financial Aid &'

Grades &

Meal Plan Selection
My Progress [y

Payroll Summary

@ WaI1TMAN COLLEGE

Employment - Employee - Time Entry

Registration
Time Entry

Registration Exceptions
Student Account &
(Submittea
>
Tax Form 1095-C ('

Tax Form 1098 &'

TaxFormW-2

Test Summary [y

Time [y

11/30/2025 - 12/06/2025
Due by: 12/10/2025 10:59 PM
Total: 0.00 Hours

Time History “

Transcript - Official &

12/07/2025 - 12/08/2025
2/10/2025.10:59

Due by 1 M Academic Resource Tuto!



http://my.whitman.edu/

Last update:2025, Made by:Business Office

Submit your timesheet

In the “Time Entry” area of ESS you are able to view, enter, make comments, and
submit time worked. The Time Entry area of ESS is this.

@WHTTMAN COLLEGE G signout @ Help

Employment Employee Time Entry

P ploy
Time Entry
O): ]
- | submitted | >
Submitted >
| submitted | >

© 2000-2025 Ellucian Company L.P. and its affiliates. All rights reserved. Privacy,

1. Select the pay period and click the blue arrow on the far right to open the

timesheet.
TIP: Enter your time worked daily to ensure you are not going over the allowed
amount.
'@ WHITMAN COLLEGE = @W“”M"N CoLLEGE
Employment - Employee - Time Ent f
ﬁ — K Time Entry
Time Entry =
= ol —
©H -
- Submitted >
- [ Submitred | >
(et S Simied N
= s
>
>
3 >

12/07/2025 - 12/08/2025
Due by 12/10/2025 10:5
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2. Enter Time Worked. Enter hours rounded to the quarter hour (15 min= .25, 30
minutes= .50, 45 minutes= .75) (unless instructed by your supervisor... ie. Bon
Appetit) Your time will save automatically. Make sure you are entering your time
at the correct job position.

If you have recently been hired into a student job and it is not appearing on your
timesheet, please reach out to studentpayroll@whitman.edu for assistance.

@ WHITMAN COLLEGE G signout @ relp
ﬂ Employment Employee Time Entry
Pay Period 11/09/2025 - 12/08/2025
[C):] < eek 11 12/06/2 > i View Leave Bal
=
BUS-ZR2 « Business Office Annex Assistant
Kirsten L. Kitamura - Business Office + Main Campus ~
6.00
Earn Type su11/30 Mo 12/1 Tu 1272 We 12/3 Th12/4 Fr12/5 sai26  Total

Foreign Student Taxable

( + Additional Time

Pasition Total Hours 00 2.00 2.00 2.00

Comments ) Submit for Approval

'@W’HerAN COLLEGE (> signout @ Help

ﬁ' [Employment Employee me Entry

Pay Period 11/09/2025 - 12/08/2025
<

)] < > aved at 10:09 AM ( View Leave Balances
=
ARC-ZR4 « Academic stor
Kirsten L. Kitamura - Ac rce Center - Main Campus v
Office Annex Assistant
isiness Office « Main Campus ~
Earn Type Su11/30 Mo 127 Tu 12/2 We 12/3 Th12/4 ri2/5 Sai12/e Total
Foreign Student Taxable
.00 2.0
+ Additional Time
Position Total Hours: 0.00 2.15 2.00 2.00 0.00 0.00 0.00

[ cCommen ts Submit for Approval

LIB-ZR3 « Library Circulation Assistant (LIB OP)
Juli Salinas - Penrose Library - Main Campus €~
0.00
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3. Push button for “submit for Approval”. Your Supervisor will get an email that
you have submitted your timecard.

@ WHITMAN COLLEGE

A Employment - Employee - Time Entry

Pay Period 11/09/2025 - 12/08/2025
<

Neek 11/30/2025 - 12/06/2025 /
[©):) < Week 11/30/2025 - 12/06/2025 > Saved just now ( View Leave Balances
6.00 Total hours \
=
BUS-ZR2 « Business Office Annex Assistant
Kirsten L. Kitamura « Business Office - Main Campus ~
6.00
Earn Type Su 11/30 Mo 121 Tu12/2 We 12/3 Thi14 Fri12/5 Sa12/6 Total

Foreign Student Taxable

e N
f\ Comment ts /w Submit for Approval

4. After clicking "Submit for Approval" you will see a green "success" pop up in the
upper right corner of your screen. You have submitted your timesheet for one of
your jobs! Yeah! If you have more than one job to fill in your timesheet, do this
process again to another job position

@ WHITMAN COLLEGE > signout @ el
& Employment - Emplayee - Time Entry v .
Pay Period 11/09/2025 - 12/08/2025
= [
Week 11/30/2025 - 12/06/202¢
©B < eek 11/30/2 12/06/2025 > fjust View Leave B
=
nura - Business Office - Main Campus ~
Earn Type Su11/30 Mo 1271 Tu 1272 We 12/3 Th1/a Fri2/5 Sa12/6  Total
Foreign Student Taxable
O 2.00 0 6.00
Position Total Hours: 000 200 200 200 000 0
Comments ) Return Timecard to Edit
Weekly Totals ~
Daily Total H 0 0 .00 00
Regular F
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On Campus Employment Hour Restrictions - Academic
Breaks

Per Whitman Policy, student employees can work up to a maximum of 15 hours a week
during all academic weeks (including finals weeks). The work week is Sunday through
Saturday. If you wish to work more than 15 hours a week for dire reasons, contact
Dean of students, Kazi Joshua, joshuake@whitman.edu.

Exceptions to the 15 hour limit (maximum 40 hours per week):
Thanksgiving Break

Winter Break

Spring Break

Summer Break

Caution: If you are an International Student graduating from Whitman, you cannot work
beyond the end of the Semester you are graduating.

Please note that Student Payroll has created a Student Employee Hours Tracker that
makes it easier to keep track of hours if you work multiple jobs. Each month, Student
Payroll will upload a new tracker on this site. Use this!

Edit your timesheet

Correcting mistake in timecard

If you made a mistake on a timecard and you need to correct it, click "Return Timecard
to Edit". Once you've made your changes, resubmit the time by clicking "Submit for
Approval".

BUS-ZR2 « Business Office Annex Assistant
Kirsten L. Kitamura « Business Office » Main Campus ~

300

Earn Type Su11/30 Mo 121 Tu12/2 We 123 Th12/4 Fri2/5 sal126  Total

Foreign Student Taxable



mailto:joshuake@whitman.edu
https://docs.google.com/spreadsheets/d/1iADDoGqPhc2IY7kL717QOO1SocQdFEA16A0WcWfXTn0/edit?gid=1674457298#gid=1674457298
https://www.whitman.edu/accounting-and-business-services/student-resources/student-payroll

Last update:2025, Made by:Business Office

Comment on timesheet

If you wish to make comments on your timesheet, click “Comments” and send comments to
your supervisor. You can review what you commented by clicking the “Comments” again.

BUS-ZR2 « Business Office Annex Assistant
Kirsten L. Kitamura - Business Office - Main Campus

~
ey
Earn Type Su11/30 Mo 12/1 Tu12/2 We 12/3 Th12/4 Fri12/5 Sa12/6 Total
Foreign Student Taxable ( 1 [ [
2.00 2.00 2.00 2.00 8.00
Position Total Hours: 0.00 2.00 2.00 2.00 2.00 0.00 0.00 8.00

R

Comments

Business Office Annex Assistant

Enter message

Comments

Business Office Annex Assistant

12/04/2025 10:31 AM
Sorry! Ignore this! Testing for making the Student Payroll Self-Service (ESS) Training Manual

Enter messoge
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Check your Sick Leave Balance

1. To view your sick leave balance, select "View Leave Balance."

WHITMAN COLLEGE (> signout @ Help

m

mployment - Employee - Time Entry

s B Emy
Pay Period 11/09/2025 - 12/08/2025
<

5]

~

025 - 12/06/2025 >
otal hours

o)) < Week 11/3

saved just now

Leave Balances

BUS-ZR2 s Business Office Annex Assistant
Kirsten L. Kitamura « Business Office - Main Campus ~
6.00

Earn Type 5u11/30 Mo 12/1 Tu12/2 we 12/3 Th12/4 Fri2/s sa12/6  Total

Foreign Student Taxable

J

+ Additional Time

Position Total Hours: 0.00 2.00 200 2.00 0.00 0.00 0.00 6.00

R
( comments ) Submit for Approval
AN J

2. Look at the Balance in Sick (Hours). This is the amount of hours you can compensate for

8 Leave Balance

s

Sick (Hours)

0.00 7.13

| Used Balance

Leave - As Of 12/04/2025
|| Leave Balance Summary '
Description Starting Balance Earned Used Adjustments Balance Actions

Student Sick Leave ~ 1.88 5.25 0.00 0.00 713
View

~ Leave balance does not include any leave taken but not yet paid, even if leave request has been approved

Close



Entering in Sick Time
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1. From your timecard, Select"+ Additional Time". Select Sick.

BUS-ZR2 « Business Office Annex Assistant
Kirsten L. Kitamura - Business Office - Main Campus

8.00 | | Unsubmitted

Earn Type

5u11/30

Mo 121

Tu12/2

We 12/3

Th12/4

Fri2/s

sa12/6  Total

Foreign Student Taxable |

N ) |

Position Total Hours:

0.00

(" comments ) Submit for Approval
. J

BUS-ZR2 e Business Office Annex Assistant
Kirsten L. Kitamura - Business Office - Main Campus

6.00 | Unsubmitted

Earn Type

Su 11/30

Mo 121

Tu12/2

We

12/3

Th12/4

Fr12/5

Sa12/6 Total

Foreign Student Taxable

Choose Earn Type

Sick

Position Total Hours:

BUS-ZR2 » Business Office Annex Assistant
Kirsten L. Kitamura « Business Office  Main Campus

6.00 | | Unsubmitted

Earn Type

Su11/30

Mo 12/1

Tu122

We 12/3

Th12/4

Fri2/s

sal12/6  Total

Foreign Student Taxable ‘

‘ 6.00

Sick ‘
v

2.

Enter the number of hours on the day of the week in which you took the sick time. You

can only use the amount of hours that is in your Sick Leave balance. Push button for
“submit for Approval “ to submit your timesheet

BUS-ZR2 » Business Office Annex Assistant

Kirsten L. Kitamura » Business Office » Main Campus

8.00 || Unsubmitted

Earn Type

Su 11/30

Mo 12/1

Tu12r2

We 12/3

Th12/4

Fr12/5

sa12/6

Foreign Student Taxable ‘

sick ‘

(" Removesick )
A J
Position Total Hours:

Comments

Total



