
 

HOW TO REPORT TIME FOR A STUDENT EMPLOYEE: 
 

Manager Self Service > Time Management > Report Time > Timesheet 

 

 
 

 
 

If you leave the criteria fields blank and click “Get Employees” all employees that you have access to 
will populate below. 

 

 
 



 

 If entering time for a specific employee, enter Bronco number in Empl ID field. 
 If entering time for a group of employees, enter Group ID value or click on the magnifying glass to view 

your options.   
o Group IDs for student employees, including federal work study, begin with an “S” and are 

followed by the first three digits of the department ID.   
o Group IDs for student employees, not including federal work study, end with a “C” and are only 

assigned to approvers.   
 Example - The group ID for students in department 33000 is S330 for timekeepers and 

S330C for approvers.  

 

 

 
 
 
 






