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How to Review Time Sheets

1. Navigate to https://etsu.studentemployment.ngwebsolutions.com/
2. Click the On-Campus Employers link

PSS, SaIan e | LB

eetX -  Reporting -  Access & Audit -  Uploads -  SiteSetup -~ Content -  Help -

APS Recipients On-Campus Employers Off-Campus Employers

-h for a service position or Post available job positions, (Coming Soon)
Jp for e-mail notifications review applications, and hlre Off campus emp\u/er< may po t
a t nncitinne unii'ra intaractad amnlnuaac Manaoce amnlnves

3. Click TimesheetX Login, and long in using ETSU username and password.
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4. If the student deadline has passed, follow the instructions below
a. YoU’'ll be taken to the TimesheetX “To-Do Items page”
i. Select a cost center from the drop-down box at the top left.
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Search by employee
Filter by Cost center: First Name
All Cost Centers i

() All Timesheets
'i".
1. Timesheets I'm the Primary

b. Select the appropriate radio button. It is recommended that you suggest
Timesheets I’'m the Primary Supervisor and Primary or Secondary Supervisor
to see all the timesheets you can interact with.
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1. To locate time sheets requiring approval, uncheck the filter
boxes next to all the timesheet statuses with the exception of
Pending Approval and Delinquent Timesheets

Filter by timesheet status:

\:| Returned To Supervisor (0)
\:| Incomplete By Supervisor (0)
Delinquent Timesheets (2)
\:| Resubmitted By Employee (0)
Pending Approval (0)

‘:| Approved (0)

a.
Once you’ve located the time sheet you wish to review/approve, you can
either mouse over the magnifying glass to review the time sheet entries

Delinguent : ETSU Semi-Monthly Pay Schedule: 03/01/22-03/15/22

Break
Job Hours Mins Employee Deadline Last Modified
\:\ — Scholarship Clerical 815 0 3/16/2022 11:59 PM 3/3/2022 1:01 PMQB
Employee S
Cost Center Financial Aid & Scholarships Q&

Job Title Scholarship Clerical Assistant
Status Incomplete
Pay Period 03/01/22-03/15/22
Deadline March 16, 2022 11:59 PM

Time Sheet Entries

Date start [end [Break [Hours
Thursday, March 2, 2022 T01PM |asem o |24

Notes:
Manday, March 7, 2022 205PM [427FM o 227

MNotes:
Thursday, March 10, 2022 1:59PM [#22PM [0 [2.38

MNares:

Total]  &15hrs

i.
Or click on the magnifying glass to review more details about this hire and/or
time sheet or edit/approve/reject the time sheet individually.

101/22-03/15/22

eak
ne Employee Deadline Last Modified
3/16/2022 11:59 PM 3/3/2022 1:01 PMQE
3/16/2022 11:59 PM Never started Q9
i
Time Sheet Entries
Date Start End Break Hours '\Cﬂ:::;al
Thursday, March 03 1:01 PM 4:25PM - 3 hrs 24 mins m
Note:
Monday, March 07 2:05 PM 4:27PM - 2 hrs 22 mins m
Note:

Thursday, March 10 1:59 PM 422 PM - 2 hrs 23 mins
Note:

Total: 8 hrs 9 mins
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If the student deadline hasn’t passed follow the instructions below
a. From the TimesheetX dropdown list, select Timesheet Control Panel

JobX -  TimesheetX - Reporting~  Access & Audit -  Uploads -

i
To see only students you supervisor, select Only show time sheets for Jobs |
supervise, and ensure that Show archived hire data is unchecked to view active hires.
Then click View Hires.

Cost Center

Financial Aid & Scholarships e
® ; ;
®/ Only show time sheets for jobs | supervise.
() Show all time sheets in the selected Cost Center.

[ | show archived hire data?

Jobs for which | am a secondary supervisor

Scholarship Clerical Assistant
a

b. Click on All time sheets to view the student’s timesheets

Jobs for which | am a secondary supervisor

Scholarship Clerical Assistant

Employee Name Extras Current Time sheet All Time sheets QOrig. Award Amt  Award Balan

_ N/A Create time sheet All time sheets N/A MN/A

i.
c. Select Go to time sheet for the pay period you wish to review.

Wednesday, March 16 - Tnursday, March 31, 2022

03/01/22-03/15/22 Description Total Hours  Rate

Incomplete RegularHours ~ $0.00  8.15% Go o time sheet
Tuesday, March 01 - Tuesday, March 15, 2022 =

* Estimated value - time sheet not yet finalized

Description Total Hours Rate

Finalized RegularHours 5000 982 Go to time sheet
Description Total Hours Rate

Finalized RegulsrHours 5000 13 Go to time sheet
Description Total Hours Rate

Sunday, 6 2 000 nee

Finalized Sunday, January 16 - W ,202 RegularHours 5000  2.40 Go o time shest

i Finalized: February 04, 202



