
PROCESSING

Student Employee 
Timesheet Approval

Who: SFSS & HRS

PRIMARY APPROVERDIRECT SUPERVISOR

UNIT LEADER BACK-UP APPROVER

SFSS TERTIARY APPROVER

HRS EMERGENT APPROVER

Should be the primary approver of 
their student employees

Should be the back-up option if 
Supervisor is unable to approve in time

Should be the third level if Supervisor and 
Unit Leader are unable to approve in time

Should be the last resort to approve 
timesheets before Payroll deadline


