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Colleague Self-Service Timesheet Guide - Employee
This reference guide will demonstrate the process of how hourly and student employees submit timesheets in Colleague Self-Service for approval. 

Submitting a Timesheet in Colleague Self-Service
Step Image Reference

1. Login into your 
MySWC webportal 
and click on the 
“Employee” link in 
the “Colleague Self-
Service” pane. 
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2. Once on the 
“Employee 
Overview” screen, 
click the “Time 
Entry” button on the 
left-hand side 
column.
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3. On the “Time 
Entry” screen, the 
current pay cycle 
will populate by 
week. Click on the 
appropriate week to 
add hours.

      Submit time on a 
weekly basis. 
Manager can 
approve weekly or 
monthly.
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4. Record time for 
each day worked. 
a.Enter time 
similarly to 
punching in and out 
of a time clock.
b.Click on the 
addition sign to 
enter in and out for 
a meal break 
period.
c.View Leave 
Balances.
d.Submit for 
approval.
e.You may scroll 
through weeks 
here.
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f Once entry is 
submitted, the 
hours are sent to 
the director or 
manager for 
approval. A 
confirmation email 
is sent to the 
employee upon 
approval.

g If a correction is 
needed the 
timecard can be 
edited by clicking 
here. If the 
timesheet was 
already approved, 
the manager or 
director can reject 
the submission and 
then edits can be 
made. 


