
Approving Student Timesheets 

Introduction 

The Web Time Entry system allows employees to individually log onto a secure website and 

enter and submit their own time online from any computer with internet access. The time is 

then approved online by the supervisor and sent electronically to the Payroll Department for 

processing. Employees will input their hours worked into the Web Time Entry System. 

Supervisors will go online to approve the timesheets. 

Timeframes and Deadlines 

In order to be paid each pay period, it is critical that timesheets and approvals are submitted 

by the established deadline. Employees are responsible for submitting their electronic 

timesheets to their supervisor/approver. Without a timesheet, the supervisor is unable to 

approve time and without the supervisor’s or their proxy’s approval, employees will NOT be 

paid. 

Timesheets are due Monday at Midnight following the end of the pay period.   The Approvals 

are due Wednesday morning at 9am.   

 

Signing Onto Employee Self Serce Web Time Entry 

To approve timesheets, you will access the Web Time Entry from the Employee Self Service 

Portal. Your User ID and password are needed to log in.  Do not share your login info with 

anyone, never respond to requests that asks for your login information, and always log off 

the system when finished.   

https://onestop.apsu.edu/ 

Once you are logged on select Web Self Service 

http://www.apsu.edu/human-resources/payroll/payroll-schedules.php
https://onestop.apsu.edu/
https://onestop.apsu.edu/




 Click on the Department and Description drop down box to display the time period needed 

to be approved and click SELECT. 

 Approver Selection (see below) 

1) Select the department and pay period for which you are going to approve

2) You can sort by status then by name or by name

3) Click Select

NOTE(S): 1. If you have more than one department to approve, they will be listed separately. 

2. Past pay cycles that have been processed in Banner Web Time Entry will remain viewable

for four months; however, it will not be possible to make any changes to them. 



Department Summary Page The Department Summary page shows the status of the 

timesheets in the selected department in a “scroll down” format 

Department Summary will show you which timesheets are pending, not started, and/or 

completed. 

Important: You can only approve Pending records. NOTE: Employees who have not submitted 

their time sheet for approval will either appear as “In Progress” (time sheet has been started) 

or “Not Started” (time sheet has not been initiated). 



Use the scroll bar at the bottom of the screen to display additional days in the pay cycle. After 

reviewing the time submitted, you may:  



1. Approve: Approves the time

2. Return for Correction: Return if you want corrections to be made.

3. Change Record: If necessary, you as the approver can change the time that has been

entered by the employee, before approving it.  You must notify the employee if you do this 

and enter a comment explaining the change.    

4. Add Comment: The approver can add a comment to the record.

5. Delete: Pressing this button will irretrievably delete the timesheet. If you accidentally press

this button, a box will pop up asking you to confirm you want to delete the transaction. 

6. Before exiting, be sure to verify that the status of the employee you approved has been

changed from Pending to Approved 



From the Employee Self Service Page, click the Proxy Setup link found in the Time Approval 

Screen. 

On the Proxy Set Up screen, use the drop down menu to choose the name of the person who 

will be your proxy. If you do not see the person listed, contact Payroll. 




