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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)

“ySPSCC

o 1@ SPSCC Student Employment

.
. S~
o=t CARVAS o )

k=t CANVAS  [rompms You must signin to see this portlet.
My Success Network
My Student ID
Student Resources

SP5CC Home my5PSCC Home Student Resources Academic Calendar
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After logging in, you will be taken to the Home page of the application (Figure 2).
Figure 2

Employer: SPSCC - Student Financial Services
Supervisor:
Position: Pay Rate:
I } Submission S for Eall 2020 - Sep 21 to Dec 11

Amount Amount Hours
Awarded Earnings Remaining Remaining

Diear ————————
Thank you for your participation. We look forward to working with you!

If you have questions concerning hours worked please contact Sarah Hampton at shampton@spscc.

I you have questions concerning timeshhet approval please contact Student Employment Services at studentemplovmenti®spsce edu.
Best regards,
SP5CC Student Employment Services

Please follow these steps to submit your timesheet:

* Please refer to the Work Wigri

puide as it includes valuable informaticn.

+ Input hours worked and submit timeshhet twice per month; 15th and last day of the month.

+ Timesheers that you submit are emailed to your agency supervisor for approval.

* You agency supervisor will verify hours worked and approve the timesheet.

« Each timechest iz emailed 1o SPECC for final review,

* Mote: If incorrect hours are input into a tme card it can be denied and completed again by the student. The timeshest submission cycle would begin again.
Active Ti {

10162020 - 10/31/2020 (ISTEENRTED

Signed Timeshestis]
Naone

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

Active Timesheets

10/16/2020 - 10/31/2020
10/01/2020 - 10/15/2020

e Select the appropriate time sheet and click the “Need to Submit” button to add hours
worked into time sheet.

e 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

SPSCC Student Employment

Off Campus Student Work Study Timesheet
Employer:

Supervisor:

Position: Pay Rate:

Work Dates: 11/01/2020 through 11/15/2020
Sun 11/01 Mon 11709

Mon 11/02 Tue 11/10

Tue 11/03 Wed 11/11

Wed 11/04 Thu 11/12

Thu 11/05 Fri 11713

Fri11/06 Sat 11/14

Sat 11/07 Sun 11/15

Sun 11/08
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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

Message from webpage X

o Verify that this is correct: 9

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

SPSCC Student Employment

Off Campus Student Work Study Timesheet

Employer:
Supervisor:
Position: Pay Rate:

Work Dates: 11/01/2020 through 11/15/2020

Sun 11/01: 1 hours  Mon 11/09: 0 hours
Mon 11/02: 2 hours Tue 11/10: 0 hours
Tue 11/03: 0 hours Wed 11/11: 0 hours
Wed 11/04: 0 hours Thu 11/12: 0 hours
Thu 11/05: 0 hours  Fri 11/13: 0 hours
Fri 11/06: 0 hours  Sat 11/14: 0 hours
Sat 11/07: 0 hours  Sun 11/15: 0 hours
Sun 11/08: 0 hours

Total hours: 3

sen torsranees e urs

Updated 12/21/2020 Student Employment Page 7



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

Signature requested on "Anthony Timesheet™ oo

Adobe Sign

Student Employment requests your signature on

Student Employment <echosign@echosign.com>
tome -

Anthony Timesheet

Due on December 4, 2020

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

.
Figure 8
WASHING TON STATE WORK STUDY PROGRAM
IR SEeTion Eaanaasgcnos
1. Anlhony Testng [N S ———
ey rr— l—_ﬂ-h‘--—%_—fm
3 dOON-XX-BE14 e may dales cwhes c—
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Sign the timesheet on the signature line (Figure 9).
Select “Apply”.

Figure 9

e Drw tobile
Draw or take a picture of your signature
] using your mobile device.

ulis

<] -

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

Figure 10

| agree to the Terms of Use and Consumer Disclosure of this document

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

0 You're all set

You finished signing “Anthony Timesheet”.
Next, spscctesting@gmail.com will sign.

We will email the final agreement to all parties. You can also download a copy of
what you just signed.

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).

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

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

Figure 12

Adobe Sign

Options Anthony Timesheet
Read agreement
WASHINGTON STATE WO
Clear document data TIME SHI
STUDENT SECTION
View history 1. Anthony Testing

Last Name, First Name
2. XXX-XX-4814
Social Security Number
3. South Puget Sound Community College

Download PDF

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

Figure 13

Decline this agreement

Please provide a reason for declining this agreement.

test]

o G

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

Figure 14

Adobe Sign

You declined to sign “Anthony Timesheet”.

We'll notify all relevant parties that you declined to sign
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Resubmit Timesheet

e Loginto the home page (Figure 1).

e Select the “Resubmit” button at the timesheet that you have just declined (Figure 15).
e Update hours worked (Figure 4).

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

e Complete previous steps in Figure 7 through Figure 11.

Figure 15

A
10/16/2020 - 10/31/2020
10/01/2020 - 10/15/2020

09/16/2020 - 09/30/2020 submitted on 11/05/2020 Status: Timecard Declined

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
Adobe Sign
Anthony Timesheet
Agreement Exchange
Canceled

will not sign this document: SPSCC test decline
time card

Dacument Title: Anthony Timeshest
Status: Canceled

Parties:

test (spscetesting2{@gmail.com)

Sarah Hampton (South Puget Sound
Community Callege)

Student Employment (South Puget Sound
Community College)

| have canceled the agreement exchange for
Anthony Timesheet even though you have
already completed and returned it. This
transaction has been terminated by Adobe Sign
and the document has been remaved from our
Adaobe Sign accounta. No further steps are
required on your part.

Ta =nzurs that y i iving ur emails, please add i igrLcom to your address bock ar safe list.

1
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e Sign into the home page (Figure 1).

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

e 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

3 Adobe sign [

All parties finished
Anthony Timesheet

‘Open agreement

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

WASHINGTON STATE WORK STUDY PROGRAM
TIME SHEET

1. Anthony Testing

STupEsT SECTION EMrLOYER SECTION

Verify the nik = the Srudent Sectiog. Complete

Last Mame, Farst Hume
3 XXX-XX-4814

FSovnl Secunity Mamber

3 Souwth Puget Sound Community College

9. Teealy

T bereby cernfy thas ume sheet it & toe and corect
statement of the hours [ worked. and that [ have State
Work Smdy eligibility to cover my gross earmings.”

‘Soaden’s Signange

all items requested in this section. Amy incorrect or blank
wems may delay remmburtement
Submut the time sheet to the stadeat’s college withum 15
days from the end of the current pay period 1o prevent
delny or denial of reimbarsemoent

ame of Collaga
4 _pm Test 10. Rate of pay s 202
Jois Tirle
5. First day bours were warked: 0/01/2020 11. Gross compensation: § 60 .63
Momit. Dev Year
6. Last day hours were worked: 03/ 152020 iz Jesti
T Mo of Bacliness, of OFpEREan0G
7. Record of bours worked 13
o1 18 Emgplover Lemafic ation. Mumiber (EIN)
oz 2 17 “Thas tume sleet i 2 true and comect datement of
0 0 18 the time worked by thus stodemt. The student
_ has completed the asuignment sabsfaciorily snd
w0 19 gomtinues to have Stte Work Stody elagibabiry. 1
o5 0 0 hereby certify, undsr penalty of perjory mmder
0 —_— the lows of the swoe of Washingion, the
06 an______ foregoing i troe and comeet.”
o7 0 n J
14 ang Supor
00 3
ool 24 Tredre fost
100 25 septing il
1 0 "0—_ D= Signed fon or gfer sdomr’y hrst dey warkad)
120 27 CoLLEcE SECTION
130 - 15, Authorized by/date. STUdENT Employmont
12D o : 3 — T TS
150 30
- — 16. Institution code: SPSCC
. Total houss worked: 3 17. Position numbser: JCtest

18. Reimbursement rate: 100%

19. Reimbursement amount; § 60,63

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

ive Times}
10/16/2020 - 10312020 (NG

10/01/2020 - 10/15/2020 submitted on 11/06/2020 Status: Timecard Out for Signature

09/16/2020 - 09/30/2020 submitted on 11/05/2020 Status: Timecard Declined

. I Ti |
09/01/2020 - 09/15/2020 submitted on 11/05/2020 Status: Timecard Signed

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