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Introduction 

The State Work Study Off-Campus Timesheet (SWSOT) application is available to state work off-
campus student employees. SWSOT streamlines the process of reporting time worked and is 
located at this link https://my.spscc.edu/portal/studentemployment. When you receive an 
“Eligible to Work” email from SPSCC, you will have the ability to login to SWSOT to add entries, 
review, submit and decline timesheets.  
 
Home Page Login 

Logon credentials required for SWSOT are a student’s SPSCC email address and SPSCC 
password (Figure 1).   

Note: The SPSCC email address and password are the same credentials that you use in SPSCC 
Canvas account. 

If assistance with credentials is required, please contact the Student Employment department.  

Figure 1 (https://my.spscc.edu/portal/studentemployment) 

 
  

https://my.spscc.edu/portal/studentemployment
https://my.spscc.edu/portal/studentemployment
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After logging in, you will be taken to the Home page of the application (Figure 2). 

Figure 2 

 
 
The home page is the location employees have the ability to review their supervisor, 
position title, pay rate, steps to complete timesheet and timesheets status. Ensure the 
information is correct with Student Employment Services.  
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Timesheet Creation  

The application automatically populates timesheets on the Homepage (Figure 3).  

Figure 3 

 
• Select the appropriate time sheet and click the “Need to Submit” button to add hours 

worked into time sheet.  

• You will be redirected to add hours worked into the electronic timesheet. (Figure 4) 

Add Entries  

To add a new entry to a timesheet: 

1. Verify the day worked from the list of days. 

2. Input hours worked for each shift into appropriate day(s) worked (Figure 4) 

Figure 4 
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If you input more than 8 hours per shift per day you will see the message below (Figure 5).  

Figure 5 

 
 
Review Timesheet  
 
When entries are added to the timesheet select “Review” at the bottom of the timesheet entry 
(Figure 4). 
 
Edit Timesheet  

1. Click on the entry you want to edit and add the correct hours worked. Refer to (Figure 4).   

2. Click the “Review” button.  

3. Ensure hours are correct (Figure 6) before selecting the “Send for Signatures” button. 

Figure 6 
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Send for Signatures  
 
If the hours are correct then you will select the “Send for Signatures” button (Figure 6). The 
application automatically send your timesheet to your SPSCC student email account in order to 
sign and send it to your supervisor to approve.  
 
Sign Timesheet 
 
After selecting the “Send for Signatures” button you will receive a message in your SPSCC student 
email (Figure 7). 

Figure 7 

 
 
 Select the “Review and sign” button. The timesheet will populate (Figure 8).  

Figure 8 
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Sign the timesheet on the signature line (Figure 9).  
Select “Apply”. 

Figure 9 

 
 
Select the “Click to Sign” button at the bottom of the page (Figure 10). 
 

Figure 10 

 
 
Send to Supervisor 
 
When you select the “Click to Sign” button, the timesheet will be automatically sent to your 
supervisor for approval. 
 
You will see the announcement (Figure 11). 

Figure 11 

 
 

Select “download a copy” if you want to save your timesheet for your records (Figure 11). 
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Employee Decline Timesheet  
 
After selecting the “Send for Signatures” button (Figure 6). 

• If you want to decline the timesheet, select the “Review and sign” button to open your 
timesheet at your SPSCC student email (Figure 7). 

• At the menu “Options” at the left corner, choose “Decline to sign” (Figure 12). 

Figure 12 

 
 
Notate the reason for declining the timesheet (Figure 13) and select the “Decline” button. 

Figure 13 

 
 
Then, you will see the “declined to sign” message below (Figure 14). 

Figure 14 
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Resubmit Timesheet 
 

• Log into the home page (Figure 1). 

• Select the “Resubmit” button at the timesheet that you have just declined (Figure 15).  

• Update hours worked (Figure 4). 

• Select the “Send for signatures” button again (Figure 6).  

• Complete previous steps in Figure 7 through Figure 11.   

Figure 15 

 
 
Supervisor/SPSCC Student Employment Decline Timesheet 
 
After supervisor/ SPSCC Student Employment review your timesheet, if they do not approve it, 
they will decline it. You will receive a message in your email account to announce the reason for 
the timesheet decline (Figure 16).  

Figure 16 
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• Sign into the home page (Figure 1). 

• Select the “Resubmit” button for the timesheet that your supervisor/SPSCC declined 
(Figure 15).  

• Follow the steps in the Resubmit section above.  
 
Complete Timesheet 
 

After your supervisor and SPSCC Student Employment signed your timesheet, you will receive the 
message in your email account (Figure 17). 

Figure 17 

 
 

Select the “Open agreement” button to review the fully signed timesheet (Figure 18) and save it 
for your records (Figure 17). 
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Figure 18 

 
 
Timesheet Status  

The “Active Timesheets” and “Signed Timesheets” sections (Figure 19).   

The status at these section includes: 

• “Need to submit” represents the timesheet has not been initiated and you need to add 
hours worked entries for that pay period. 

• “Timesheet Out for Signature” represents you have submitted a timesheet and it has 
been emailed to your supervisor. 

• “Timesheet Declined” and “Resubmit” (button) represent the timesheet has been 
declined by your employer or SPSCC. You need to review the decline notation that was  
emailed to you, re-enter correct hours worked in new timesheet and resubmit it.  

• “Timesheet Signed” represents your supervisor and SPSCC have approved and signed the 
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timesheet.  
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Figure 19 

 
 
For further assistance, please contact Student Employment at 360.596.5489 or 
studentemployment@spscc.edu 
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