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This reference guide will demonstrate the process of how managers approve timesheet submissions in Colleague Self-Service. 

 
Step Image Reference 

1. Login into your MySWC 
web portal and click on 
the “Employee” link in the 
“Colleague Self-Service” 
pane. 

2. Once on the “Employee 
Overview” screen, click 
the “Time Approval” 
button. 

Colleague Self-Service Timesheet Guide - Managers 

Approving/Rejecting Timesheets 

https://experience.elluciancloud.com/myswc/
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3. You will be able to see 
timesheets with different 
statuses.  

a) Pay Cycles: Click boxes 
to view different pay 
cycles. 

b) Satus: Click boxes to 
view timesheets in a 
different status.  

c) You will be able to 
quickly: 

a. “Approve” a 
timesheet for 
the entire pay 
cycle or by 
week.  

b. “Reject” a 
timesheet and 
provide 
comment 
pertaining to 
the rejected 
timesheet 

c. “Comment” on 
a timesheet 
before 
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approving/reje
cting 

d. “View” the 
timesheet 
details 

D. When you enter the 
detailed View screen, 
you will see all the 
details of the 
timesheet: 

a. You can 
toggle 
between 
weeks with 
arrows.  

b. View detailed 
‘in’ and ‘out’ 
times 
submitted.  

c. Approve the 
week within 
detailed view 
screen. Or 
reject with 
‘Other Actions’ 
drop down.  
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E. Once a timesheet is  
approved, you will 
see the Status 
column change to 
Approved. At the 
same time, you will 
be presented with the 
following options 
should they be 
needed: 

a. Unapprove 
b. Reject 
c. Comments 
d. View 
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F. When an employee
submits a timesheet,
you will receive an
email notification. You
will then need to login
to MySWC and follow
the above steps.

G. Once Approved, you
will receive an email
confirmation.
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