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Approving WTE Timesheets 

Log into SSB 

  

Click on employee then timesheet.  

  

 

 



Select the radio button next to ‘Approve or Acknowledge time’.  Click on the 

drop down bar next to ‘Act as Proxy’, and select the manager name for which 

you are a proxy.   

 

In ‘Approver Selection’, click on the radio button in ‘My Choice’ and select the 

department (or orgs) you are assigned, then using the drop down arrow under 

pay period select the current month pay period.  

 


