
 
Procedure for Using the Payroll Coordinator  

(PC) Approval/Change of Student Time Entry Function 
 
 
The Payroll Coordinator (PC) Approval/Change of Student(s) Time Entry function has been designed to allow 
the payroll coordinator to act in place of a supervisor and approve or change a student’s time sheet on an as 
needed basis. 
 
Access to this function requires Permit SETE, with the designation of “Entry and Approval”.  Supervisors have 
the primary responsibility to approve and change student time sheets.  However, it is recognized that this will 
not always be possible.  Once a department mail code has been approved to pay using the Mail Code Approve to 
Pay function, only the payroll coordinator will be able make further edits to a student’s time sheet.  These 
changes can be made using this function until Tuesday at 4:45 P.M.  Holidays may necessitate early deadlines. 
 
Students will enter their hours using the Student Link.  Students are able to access their time sheets starting at 
12:01 A.M. Monday through 11:59 P.M. Sunday.  Supervisors have access to enter and approve student time 
sheets from 7:00 A.M. Thursday until the mail code is approved by the payroll coordinator (usually Tuesday by 
noon).  Payroll coordinators have access to student time sheets from 7:00 A.M. Thursday morning until 
Tuesday 4:45 P.M.  Once a student submits his/her time sheet to his/her supervisor, the student may no longer 
make any edits to the time sheet.  A supervisor may make edits to a student time sheet up until the payroll 
coordinator approves the mail code. 
 
The PC Approval/Change of Student Time Entry function will default to the current week ending date upon 
entry.  You may, however, go back to a prior week ending date within the last 6 months to enter back hours on a 
student.  If you need to go back further than 6 months, contact the Student Payroll Office. 
 
IMPORTANT:  This screen is not for Mail Code Approval.  Go to the Mail Code Approve to Pay function 
in order to approve a departmental mail code. 
 
The following steps outline the process for using the PC Approval/Change of Student Time Entry function: 
 
Log into the Business Link. 
 
From the Business Link menu, select the Student Employment option. 
 
Select the PC Approval/Change of Student(s) Time Entry option under the Student Payroll Functions. 
 
Input the mail code of the student(s) you wish to view, approve or change hours for and click on Submit.   
 
The next screen displays the time sheet status for all students within that mail code for the current payroll week.  
Note:  to input hours for a past week, select the appropriate week ending date and click on Submit.   
 
This screen lists the status of all students, not just those who have input their time.  It also displays the 
supervisor approval status.  All blue highlighted column headings can be sorted in either alpha or numeric order 
by clicking on the column heading.  For example, by sorting by supervisor name, you can determine what 
supervisors have approved their student hours and those who have not.  
 
To add or edit a student’s time entry, click on the student’s name. 
 



You will be brought into the student’s current weekly time sheet.  Input, delete or change hours worked as 
necessary by using the drop down time menus.  (Note:  There are reset buttons available to the right of each line 
to zero out hours for a particular day or to the right of total hours to delete hours for the entire week.) 
 
Click on “Recalculate” button and then scroll down to approve the hours you entered.   
 
You will be required to enter a “note” as to the action you have taken.  Once the note is completed, the system 
will automatically identify the writer of the note and the date and time the note was written.  The note will 
become part of the student’s time entry record and is available for both the student and supervisor to view.  Any 
notes written create an audit trail as to why the change was made. 
 
Click on Continue.  You may now review total hours to pay.   
 
Scroll to bottom of screen and click on either the Change or Approve button.  The Change button will bring you 
back to the student time entry screen to make further adjustments.  The Approve button will allow you to 
approve hours to pay for the student. 
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