



Approving/Rejecting Time Log Entries 
 

When students create a time log entry, they input the email address of their reviewer. The 
reviewer then receives an email through which they can access and approve/reject the 
student’s entries. 
 

1. Access the email regarding time log approvals assigned to you. It will look similar to this: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



2. In this email, click the link that says “Time Log for <<student’s name>>”. In the screen 
shot above, the student’s name is “test student.” This will take you directly to the 
student’s Time Log entries. Entries marked with a red flag are pending approval. 

 

3. Click the date of a Time Log entry to view it. The page will look like this:  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



4. Review the Time Log entry. Once you have reviewed the entry, select “Approve” or 
“Reject” by clicking the appropriate radio button in the “YOUR APPROVAL” section of 
the form. 

• If the entry is rejected, you must add a comment or reason for the rejection in the 
“Comments” text area. 

5. Once you have completed the form, click the green “Submit” at the bottom right of the 
page. 

 
 
 
 

6. Repeat for each Time Log entry that has not been approved.


