
 

Quick Guide to Viewing Student Jobs, Hours, and Schedules

 

Select “Search Student Awards and Class Schedules” from the dropdown menu. 

Log in to TimesheetX, then click on “TimesheetX” on the top banner to access a dropdown menu. 

 

Enter the student’s legal first and last name OR student ID number. Then click “find student” and

click on the student name under search results.



 

If you are the primary supervisor, you can choose your student’s name from the dropdown,
select the academic year and term, and click “generate report” to see their schedule.

Student Name

You will now see all the student’s current jobs, including their estimated hours per week and
their supervisor. There is also a table indicating how many hours a student has logged for the
current week across all their positions. Disregard the “Awards” section.

Supervisor Name

Test Supervisor

To view your students’ class schedule, log into VikingWeb, choose “employee” and “forms
and reports” then “Student Class Schedule by Name”

(disregard)


