Self Service
Federal Work Study Supervisor
Time Entry Approval

Go to www.cccti.edu and click on MyCCCTI portal at top of page and click to login:
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You will need to enter your CCCTI login information on next screen:
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http://www.cccti.edu/

Once you are logged in click on WebAdvisor-Self Service tab on right hand side of screen:
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Then click on Webadvisor for employees then click employee profile:
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A dropdown box will appear, choose Total Compensation Statement Self Service to take you to the Self
Service portal:
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Once you are in Self Service, click on the Employment dropdown tab on the left hand side of the screen
and choose time approval from the dropdown menu:
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You will then click the “...” view beside the corresponding week for each employee needing approval.
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The next screen will give you a weekly view of the employee’s hours entered. You will need to click
Approve located at the top right hand side of the screen for each week for the pay period you are
approving.

If you are approving time weekly you will only have to do this one time each week for each employee.

If you are approving time monthly you will have to do this four times for each employee at the end of
the month.
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Once you have approved the employees time you should see a green “approved” box located next to
the number of hours approved for the week.
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