
Student Employee 
Training 



=Total 
Solution

TimesheetX assists schools to 
automate the time sheet submission 
and approval process while ensuring 
compliance with labor and FWS 
regulations for employees, 
supervisors, and administrators.
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TimesheetX Benefits for Students/Employees

Automated 
Reminders for 
timesheets

Helpful validations ensure 
quality timesheet entries

Never a lost 
timesheet

Elimination of paper 
forms and timesheets

Full Employment 
History Access

Web accessibility
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School Specific Customization

Your site has YOUR school’s look and feel

Your site has YOUR school departments

Your site has YOUR school custom fields

Your site has been configured to support YOUR specific 
processes



Training 
Agenda
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Login to TimesheetX

My Timesheets Dashboard

Enter Time Worked

Submit Timesheet to Supervisor

Mobile Device Access



Login to TimesheetX
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Login to 
TimesheetX

Navigate to your school’s 
customized TimesheetX 
site

Then click on the 
‘Student Workers’ link.
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Alliant International University TimesheetX Site:

https://alliant.studentemployment.ngwebsolutions.com/

https://alliant.studentemployment.ngwebsolutions.com/
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Click ‘Dashboard’ for access to your timesheet.

How to Login to TimesheetX



Student 
Employee
Login to 
TimesheetX 
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Login utilizing your Alliant Email and Password.



My Timesheets Dashboard
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➢The TimesheetX Dashboard provides a 
centralized location to access all your 
TimesheetX data.  

➢My Timesheets Dashboard Includes:

❖Hires: Past /Current / Future 

❖Awards: Amount / Balance

❖Class Schedules: Current 

What is the My Timesheets Dashboard?
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My Timesheets Dashboard
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➢My Timesheets dashboard provides real-time self-service access to past & current hires.

➢Utilize the Display dropdown to limit hires visible.

➢The Hire Status column displays the status of your jobs. 

My Timesheets Dashboard: Hires
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➢View your current award amount, including the balance.

➢You will not be able to enter time if it will take you award balance to a negative amount.  

➢You will be warned as you get close to using the remaining balance of your award.

My Timesheets Dashboard: Awards
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➢View your current Class Schedule.  

➢You will not be able to enter time during a period which you are scheduled to be in class.

My Timesheets Dashboard: Class Schedule



Timesheet Entry 
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Enter My Time Worked 

➢ Locate the hire for which you want to enter time worked.
➢ Click the ‘Job Title’ link to access timesheets for that job.
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Start My Time Sheet

➢ If this is the first time you are entering a time sheet for the current pay period, click the 
‘Start Time Sheet’ link to the right of the pay period you wish to enter time. Click ‘OK’ button 
in the pop-up window. 

➢ If a timesheet has already been started, the link will say ‘Go to time sheet’ instead.
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Add a New Time Sheet Entry for Time Worked

➢ Click ‘Add New Entry’ to enter your time.
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Add a New Time Sheet Entry for Time Worked

➢ Select the ‘Date’ of the time sheet entry from the dropdown.

➢ Select the ‘Pay Code’ of the time sheet entry from the dropdown.

➢ Select the ‘Start’ time of the time sheet entry from the dropdown.

➢ Select the ‘End’ time of the time sheet entry from the dropdown.

➢ Select the ‘Break’ time from the dropdown, if applicable.

➢ Click ‘Add’ to save your time sheet entry.



NGWEB SOLUTIONS, LLC - CONFIDENTIAL AND  PROPRIETARY - DO NOT 
SHARE WITHOUT PERMISSION

21

Add a New Time Sheet Entry for Time Worked

➢   If you’re finished entering time worked, click ‘Return to Hire’ to return to your list of job(s).  

➢ If you wish to log out, click the ‘Log out’ button.



Submit Time Sheet
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Submit Time Sheet to Supervisor 

➢ At the conclusion of the Pay Period, the student employee will need to click the 
‘Submit Time Sheet’ link to systematically pass their electronic time sheet to their 
supervisor for review and approval.
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Submit Time Sheet to Supervisor 

➢ Review the timesheet for accuracy then click the ‘Submit Time Sheet’ button.
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Submit Timesheet to Supervisor 

➢ By clicking ‘OK’, you are agreeing the timesheet information entered is correct to 
the best of your knowledge.
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Submit Time Sheet to Supervisor 

➢ Your time sheet has been placed in your Supervisor’s TimesheetX pending approval queue 
awaiting his/her review and approval. 

➢ You will not be able to access your time sheet again unless your supervisor returns it back 
to you during his/her review process.



Returned Time Sheet
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Returned Time Sheet

➢ During the review of your timesheet by your supervisor, they may return it back to 
you for updates/corrections.

➢ You will receive an email as to the reason why it is being returned to you.

➢ The timesheet status will indicate ‘Returned’.  Make the necessary updates to the 
timesheet and submit it again for review.



Other Time Sheet 
Features
WHAT ELSE CAN I  VIEW IN MY TIME SHEET?
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Pay Period Information
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Hire Details
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Supervisors
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Notes
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Please contact Federal Work Study 
Administration

FWS@alliant.edu

Questions?

mailto:FWS@alliant.edu
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