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 Supervisors must ensure that all student workers create and follow a pre-arranged 
work schedule that is acceptable to their employer and themselves. The work 
schedule may not conflict with the students class schedule and will not exceed 7 
hours a day (with at least a half hour lunch break). Also, the work schedule may 
not exceed 15 hours a week ( for STU and FWS funded students) or 20 hours a 
week (all other student workers) on a Sunday through Saturday basis.  

 

 Example: If the pay period ended on a Wednesday and you had already worked 10 hours 
from Sunday to that Wednesday, you will only be able to work 5 more hours between 
Thursday and Saturday. 

 

 Student Workers may not work when the University is closed/holidays. 

 

 Timesheets are due every 15th and last day of every month. 

 

 Student workers have until 11:59 pm to submit timesheets. As the supervisor, you 
have until 11:59 am the following day, to approve hours submitted. 

 

 Any timesheets that are not approved by supervisors will not be approved by the 
Office of Financial Aid. 

 

 

 



Supervisors will receive the following notification via email after each student worker 
has submitted their timesheet for the pay period. You will need to log in to your 

Bobcat account in order to review the hours that have been submitted. 



Step 1. Go to www.stu.edu and click on the MyBobcat link. 

Step 2. Login to My Bobcat using your STU Network/Email user 
ID (first Initial+7 digit student) and STU PIN number. 

http://www.stu.edu/


Step 3. Select the Time Entry and Approval Link. 



Step 4. Select the Time Approval for Supervisor 
Link 



Step 5. Select time sheet to Approve. 

Timesheets that are ready for approval will have a check mark on the left hand side. Click 
“Submit”. This will open students timesheet and will allow you to make any necessary 
adjustments and either approve or reject the timesheet. 



Step 6. Approve/Reject 

In the section below, you may choose to approve or reject the students timesheet. You 
also have the option of entering comments or any additional hours that must be 

entered for the student.  Once you click “Submit” on this screen, you will no longer 
have access to that students timesheet for that pay period. 



   The Work Study Coordinator will be available 
Tuesdays and Thursdays from 2:30pm to 
4:30PM by appointments only.  

 

 To schedule an appointment, please visit the 
Office of Financial Aid located in Kennedy 
Hall, Room 101.  


