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

Approving/Rejecting Timesheets

Step Image Reference
1. Login into your MySWC
web portal and click on

“ EIH H Go Jaguars!
the “Employee” link in the
“ . ”
CO"eague Self-Service Hello, Welcome to Colleague Self-Service!
pa ne. Choose 2 category to gat started.
Student Finance T Financial Aid
o B
Here you can view your latest statement and make a payment online. Here you can access financial aid data, forms, etc.
¥ ¥ pay! ¥
LI. Tax Information &% Banking Information
— Here you can change your consent for e-delivery of tax information. o Here you can view and update your banking information.
[ Employee il Search for Classes
Here you can view your tax form consents, earnings statements, banking information, timecards and leave balances. Here you can view and search the course catalog.
y ¥ et 2 Y 2
B Grades i Financial Management
Here you can view your grades by term. Here you can view the financial health of your cost centers and your projects.

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

the “Time Approval” :
button. E}r Time Approval

Here you can appraowve or reject timecards for the people you supervise



https://experience.elluciancloud.com/myswc/
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3.

b)

You will be able to see
timesheets with different
statuses.

Pay Cycles: Click boxes
to view different pay
cycles.

Satus: Click boxes to
view timesheets in a

Employment - Employee - Time Approva

Time Approval

¢ Employee

Search for Employee

Clear Search
a

Pay Cycles

N

Pay Cycle

~ | (eEmployes Name)

Pay Period Due By

Status

Total Hours

Regular Hours

Overtime Hours

Additional Hours

d ifferent StatUS. #  Hourly Pay Cycle N 1025 4:0 @ submitted ] 3450 0.00 0.00
T  Approve (T) Reject () Comments ++ View
b @ submitted 450 0.00 0.00
" Approve @ Reject (=) Comments «-+ View
~ 01 @ submitted 18.0 18.00 0.00 00
G " Approve @ Reject (=) Comments «.. View
Rejected (@
hd 01/13/2025 @ submitted 4.00 0.00 00
" Approve (T) Reject (= Comments ... View
C) YOU Wi” be able tO Reject Leave Request X
quCkly Actions § Rejected By
“ ” employes
a. Approve a H Rejecting Request For 1 23
timesheet for v ® ) M
the entlre pay Approve Reject Comments View 1
| |
cycle or by is l : s
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

“View” the
timesheet
details

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

a. You can

toggle
between
weeks with
arrows.

View detailed
‘in" and ‘out’
times
submitted.
Approve the
week within
detailed view
screen. Or
reject with
‘Other Actions’
drop down.

Employment Employes
Tim
Submicied

2944 « Professional Expert

Vanessa E. Garcia + Payroll & Risk Management « Chula Vista - Main Campus

Non-Academic Hourly Pay

Paosition Total Hours:

Weekly Totals

Daily Total Hours

Regular Hours

me Approval

e Approval -

>

/

Sut/s  Tota
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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

Pay Period

Due By

Status

Approved

Total Hours

W
i

Regular Hours

=]
=

ertime Hours Additional Hours

+" Unapprove

@ Reject

(=) Comments s«

View

" Unapprove

& Unapprove

+ Unapprove

@ Reject

(D) Reject

(D) Reject

(=) Comments s«s

(=) Comments  see

(= Comments  «..

0.00

WView

0.00

Wiew

0.00

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.

Timescard Submitted

swcpayroll@swecd.edu
To Wanessa Garcia

Retention Policy M365 Journaling 5 Year Retention (3 years)

@WE removed extra line breaks from this message.

Start your reply all with: | Received, thank you. | | Thank you! | | Got it, th

anks! | @ Feedback

A timecard for - 01/12/2025for position
Professional Expert was submitted by Yvette Macy.

RE: Timecard Approved

swepayroll@sweed.edu
To Vanessa Garcia
Retention Policy M363 Journaling 5 Year Retention (5 years)

@We removed extra line breaks from this message.

Expires

Start your reply all with: ‘ Thank you! ‘ Submitted. Thanks! ‘ Thank you for your confirmation

. | @ Feedback

RE: Timecard Approved

Sent 05/21/2025 02:39PM to email address: ymacy@sweed.edu
For: - Yvette I. Macy

The text of the original email is as follows:

A timecard for - 01/19/2025 for position Professional Expert has been approved by your su

pervisor.

S0 SN
5/20,2030

Expires



Vanessa Garcia
Rectangle


