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How to Approve a Student’s Timesheet 

Step 1: Log into Self Service Banner (SSB) through the SSO. 

 

 

Step 2: Click on “Employee” 
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Step 3: Click on “Time Sheet” 

 

 

Step 4: Ensure that the circle next to “Approve or Acknowledge Time” is selected. Click “Select” 
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Step 5: The current pay period should automatically be selected. Click “Select” 

 

 

Step 6: This screen will show which students have submitted their time, which students are in progress 
with their timesheet, and which students have not started their timesheet.  

 

 

 

 

 

 

 

This student 
has submitted 
their timesheet. 

This student has 
not submitted 
their timesheet. 
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Step 7: To view timesheets that have been submitted, click on the student’s name. 

 

 

Step 8: Review the time that has been entered for the current pay period. If the time has been entered 
correctly, click “Approve.” 

 

 

 

 

 

 

If the timesheet 
is correct, click 
“Approve” 

If changes need to be 
made, click “Return 
for Correction” 
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If the time has been entered incorrectly, click “Return for Correction.” This will send the timesheet back 
to the student, and they will be able to make the necessary corrections and resubmit. 

 

 

Once corrections have been made and the student has resubmitted, the timesheet can be approved by 
clicking on “Approve.” 
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After approving the timesheet, no additional changes can be made. The timesheet will have a note stating 
“Time transaction successfully approved.” The date and time of approval will also be noted at the bottom 
of the screen. 

 

 

Step 9: Once you have approved your student’s timesheet, it will appear under the “Approved” section, 
indicating that their timesheet has been successfully submitted and approved. 

 

 

Note: Review the timesheet submission and approval deadlines provided by the Payroll oƯice to ensure 
that students are submitting timesheets on time and that they are being approved by the appropriate 
deadline. 


