
Electronic Time Sheets  

Student Entered Timesheet 

If student workers have access to a computer and the Internet they may start the time 
sheet process themselves.  Each student knows that he/she should log in at 
sis.cristoreytc.org or through cristoreytc.org by clicking on “Student Timesheets”.  

The student will then fill out his/her part of the time sheet and hit submit. 

Once a student submits a timesheet for approval, an email will automatically be sent to 
that student’s primary supervisor asking for approval.  (A “Primary Supervisor” may be 
set in the supervisor dashboard, see below). The email will instruct the Primary 
Supervisor to click on the special link in that email to view, comment, and approve the 
time sheet.  Please be sure to speak with the student at the end of each work-day as 
this system requires reinforcement and is not intended to replace face to face feedback. 



Electronic Time Sheets  

Supervisor Dashboard 

You may also wish to create the time sheet yourself and/or approve any pending time 
sheets.  You may do this with the Supervisor Dashboard.  To reach the Supervisor 
Dashboard, visit sis.cristoreytc.org  and log in. 

 

From here you can accomplish several tasks: 

 Approve time cards – After a student submits a time card an email will automatically be 
sent to the Primary Supervisor for that student. However it's also possible to approve 
them through the dashboard. This may be useful if the primary supervisor is not 
available. You may also delete time sheets here. 

 Create time card – You may wish to create the time card yourself. This may be useful if 
the student does not have access to a computer. The interface is the same as approving 
the time card, except that the supervisor should enter all fields. 

 Change primary supervisor – It may be useful to select who you want time card emailed 
to. To change this, click on the supervisor you wish to change. You may select the 
primary supervisor, or add a new one. Make sure to enter the correct email address so 
that emails will be received. 


