
Self Service Time Approval
Student Employment Supervisor Instructions



• To access Self Service, go to www.wittenberg.edu
• Click on the 3 lines next to the "Menu"

http://www.wittenberg.edu/


Click on "Email & Portals" and then click on "Self Service"



Click on 
"Employee"

Click on
"Time Approval"



Once you're inside Time 
Approval, you 
may need to search for 
your employees.

1. Use the "Search for 
Employees" box.

2. If you approve time 
for Bi-Weekly 
hourly employees as 
well, you will need 
to select Student

3. Once your student 
workers show up, 
you will need to click 
on the blue down 
arrow to see their 
time.



When you click the blue down arrow next to your student employee's 
name, you will see the sum total of all hours entered and/or submitted for 
that student for the month. You will have the ability to "Approve" the 
entire month of entered/submitted time from here. However, this is NOT 
recommended. (see next page)



1. Click the blue down 
arrow next to the Pay 
Cycle "Student Pay" to 
see each week of work in 
the monthly pay period.

2. Review time for accuracy 
by clicking "View".
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Once hours have been verified, you can click the blue "Approve" button or select "Other Actions" to Reject 
or add Comments. You can also go back to the previous screen to approve multiple weeks at a time.



If you made a mistake and would like to reverse your approval, you can click "Unapprove".


