Time Sheet Supervisor Tool FAQ
Where is the time sheet tool?
You can find the link to the time sheet tool in the Heart under Work Life. Scroll down and in
the middle you will find the Student Employment box with the Time Sheet Supervisor as
the first link.
How do I get access to it?
To be set up as an approver in the time sheet tool, please have your supervisor contact Pat
Houser, housepa@earlham.edu. She will need to know your name, department name and
budget code.
How do I add new student employees?
Once you have hired a new student in your department and they have completed all their
paperwork with HR, they need to be added to the time sheet tool to log their work hours so
that they can get paid.
• Log into Time Sheet Supervisor and select the correct department.
• Scroll all the way to the bottom where it says “Create New Worker”
• Type in the student’s last name and set them up as either clock in/clock out
(students have to remember to clock in at the beginning of a shift and clock out at the
end) or full control (students can just type in the hours they worked at any point).
• Hit “Create Worker” and select the student you want to add to your department.

How do I remove students who no longer work for the department?
When a student is leaving their position, please remove them from your department in the
time sheet tool to protect their privacy. To do so, just select the “Remove Worker” option all
the way on the right next to the student you want to remove.

How do I approve students’ hours?
Students get paid on a biweekly basis and every other week on Fridays you and the students
will receive an email from Pat Houser that it’s time to approve students time sheets. The
students should review and approve their hours first before you go in and approve their
hours as well. You have until noon on the following Monday to approve their hours. If you
do not approve the hours on time, the students will not get paid!
• When you log into the time sheet tool, make sure you pick the correct account and
pay period. If you log in on Mondays to approve, you will have to go back to the prior
pay period.

•

Review each student’s hours from the past two weeks to make sure they are accurate.
If you notice discrepancies you can adjust them two ways:
o You can completely remove the hours for a certain day by selecting the X on
the right side
o You can edit existing hours by selecting the pencil icon on the right, this will
prompt you to select the correct date and time. Times have to be entered in 24
hour format.

•

Once all the hours are correct, just type Yes in the box next to each student and hit
submit at the bottom of the page. The students should have approved their hours
first and you will see that they have typed Yes next to their hours as well.

