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Employer’s Benefits for Electronic 

Timesheet

 Automated Notifications

 Computerized Time Calculation 

 User Friendly System

 No Late Timesheets

 E-Signature Enable 

 Going Green 



Setting Up Log-In Account

 To access the Log In page first navigate to 

http://sva.studentemployment.ngwebsolutions.com

 Click the „On-Campus Employers‟ 



Setting Up Log-In Account

 Click the “Timesheet Management Login”



Setting Up Log-In Account

 Click on the link in the Employers sections of the 

log-in Screen to set up your password.



Setting Up Log-In Account

 Type your SVA email address and then Submit.



Setting Up Log-In Account

 Once you have submitted your SVA email 
address, you will receive an email notification to 
reset your Password. 



Setting Up Log-In Account

 Enter your preferred Password and then 
confirm to submit.



Setting Up Log-In Account

 Now that you have reset and confirmed your 
password, Click the link for Employers to continue 
to the „Timesheet Supervisor To Do‟ Panel.



Accessing Student Electronic Timesheet

 Now that you have hired your work study student navigate to 
https://sva.studentemployment.ngwebsolutions.com and click „On-
Campus Employers‟

 Then select „Timesheet Management Login‟ under the Employer 
tools to access students timesheets for jobs in your Cost Center.

https://sva.studentemployment.ngwebsolutions.com/


Accessing Student Electronic Timesheet

 Select a Cost Center from the drop-down box at the top.

 Click Review next to the Students timesheet you wish to 

review.



Accessing Student Electronic Timesheet

 If you need to make changes to a 
student‟s timesheet, click Edit next to the 
entry you wish to modify. 



Accessing Student Electronic Timesheet

 Once you have selected to Edit a student‟s timesheet, you 

will locked into the timesheet until you save your changes.

 After making your changes, click Update.



Accessing Student Electronic Timesheet

 After you have completed your update, click 

„Add new Entry‟ if you wish to add entry.



Accessing Student Electronic Timesheet

 To add new entry you must select the Date, the 
Start and End times, and break minutes.  Then 
click “Add” to save the new entry.

 Once you have made your entry to the 
timesheet click “Approve”



Accessing Student Electronic Timesheet

 If you need to reject a Timesheet, click “Reject.”



Accessing Student Electronic Timesheet

 Enter the reason you are rejecting the timesheet and 
click “Reject Timesheet.”

 An email notification will be sent to the student along 
with your reason for rejecting their timesheet.



Accessing Student Electronic Timesheet

 When you have review the student‟s timesheet and 

made any changes, click “Approve” to submit. 



Accessing Student Electronic Timesheet

 To review other timesheets click „Go to my To-Do List‟



Timesheet Management

 To access information about the jobs for which 
you are the primary supervisor as well as 
manage your work study student’s timesheet  
select the, Timesheet Control Panel.



Timesheet Management

 To access timesheets, first click „View Hires‟ to 
see everyone who is hired for the selected cost 
center.



Timesheet Management

 To view the student‟s most recent timesheet, click „Go 
to time sheet‟ under the „Current Time Sheet‟ section.

 To view all timesheets for the student, click „All time 
sheets.



Timesheet Management
 To view a history of the timesheets , as well as any notes 

entered by the student, click the “Notes” tab.

 Now you can successfully access, modify and manage your 
work study students electronic timesheets.




