
Approving Time in Self Service 

 

Log in to Goldlink 

Click on Employee Tab. Under Time Approval, Select appropriate Payroll to approve time for. 

Employees in a “Pending” status have submitted their time and are ready to be reviewed and 
approved.  The approver may click on the employee name to view the employee time sheet 
information, including dates and times entered.  On the time sheet, there is an “Approve” 
button to click that will approve the time sheet.  If changes need to be made by the approver, 
the approver may click the “Change Record” button to make the appropriate changes, and 
then click the “Approve” button. 

Pending 
ID Name, 

Position, 
Title and 
Department 

Required 
Action 

Total 
Hours 

Total 
Units 

Queue 
Status 

Approve 
or FYI 

Return for 
Correction 

Cancel Other 
Information 

G00318041 Daniel 
Orlando 
Banks  
STEF02 - 00  
Publication 
Editor, IS 
7.50  
A5008, 
Griffon News 
1243  

Override 3.00 .00       Change Time 
Record  
Leave 
Balance  

 

https://ssb.missouriwestern.edu/PROD/bwpktapp.P_DisplayTimeDriver?JobsSeqNo=87458
https://ssb.missouriwestern.edu/PROD/bwpktapp.P_DisplayTimeDriver?JobsSeqNo=87458
https://ssb.missouriwestern.edu/PROD/bwpktapp.P_DisplayTimeDriver?JobsSeqNo=87458
https://ssb.missouriwestern.edu/PROD/bwpktais.P_ApproverDriver?JobsSeqNo=87458&ta_year=2014&pict_code=SM&payno=4&orgn_code=&sortby=S&action=T&coas_code=Z
https://ssb.missouriwestern.edu/PROD/bwpktais.P_ApproverDriver?JobsSeqNo=87458&ta_year=2014&pict_code=SM&payno=4&orgn_code=&sortby=S&action=T&coas_code=Z
https://ssb.missouriwestern.edu/PROD/bwpktapp.P_DisplayTimeDriver?JobsSeqNo=87458#LV
https://ssb.missouriwestern.edu/PROD/bwpktapp.P_DisplayTimeDriver?JobsSeqNo=87458#LV


 

 

Employees in an “In Progress” status have started their time sheet, however never submitted 
their time sheet.  The approver may click on the employee name to view the employee time 
sheet information, including dates and times entered.  On the time sheet, the approver must 
first click the “Submit” button before anything else can be done with the time sheet.  If 
changes need to be made by the approver, the approver may click the “Change Record” 
button to make the appropriate changes, and then click the “Approve” button. 

In Progress 
ID Name, Position, Title and 

Department 
Total 
Hours 

Total 
Units 

Cancel Other 
Information 

G00375047 Rasha Arkelea Andrews  
STRF01 - 00  
Rec Assistant I, WS 7.50  
13201, Rec & Fitness Facilities  

83.50 .00   Leave Balances 

 

https://ssb.missouriwestern.edu/PROD/bwpktapp.P_DisplayTimeDriver?JobsSeqNo=87158
https://ssb.missouriwestern.edu/PROD/bwpktapp.P_DisplayTimeDriver?JobsSeqNo=87158#LV


 

 


