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Time Logs

Student complete their field/clinical hours in the Time Log category.
These are either approved by the mentor or instructor depending on how the program is 
set up.

The categories for student time logs are submitted by each program directors.
The next slide shows how students log hours and you as the instructor can request, they 
add additional information in the description if you would like.
There is a short link to a watermark video on approving time logs.



How a Student Time Logs

• Hit Time Logs on the right (image on prior 
slide)

• You can also access Time Logs in the class 
hyper link. 

• Choose create log entry

• Choose date, category, hours and minutes and 
Description

• In the description, please note Bilingual for 
ELL hours if applies

• Hit Save

• At this point it goes to instructor and mentor 
for approval



To Manage Student Time Log Entries

1. From the In Progress tab, click on the title of an internship/course.
2. Click the Student Logs tab to view any interns who have recorded log entries.
3. To view an intern’s time log entries, click on the intern’s name.
4. Log entries in the top section are pending review by an approver. Log entries in the lower section are already 
approved and do not require review.

a. Approve: Approves the time log entry and adds the hours to the student's total number of completed 
hours. The reviewer will have the option to leave a comment for the student when approving. Multiple 
entries can be approved at once by clicking the checkbox to the left of the entries and then clicking 
the Approve Selected Entries button.

b. Reject: Rejects the time log entry and does not add hours to the student’s total hours. Approvers can 
leave a comment for the student when selecting this option.

c. Request Revisions: Using the three dot menu to the right of the entry, approvers can request revisions 
to a time log entry. Approvers are required to leave comments for the student when selecting this 
option. Students will be able to make edits to the time log entry and resubmit for approval. Entries that 
have been revised will appear in the reviewer's list with a Resubmitted Entry status label.

d. Instructors also have the option to delete time log entries using the three dot menu. This action is 
permanent and may affect the student's total hours associated with the deleted log.



The direct link to this help page is listed on the next slide



Time Log Help Links from Watermark

Approving or Rejecting Student Time Log Entries

https://support.watermarkinsights.com/hc/en-us/articles/14443630794523-
Approving-or-Rejecting-Student-Time-Log-Entries

https://support.watermarkinsights.com/hc/en-us/articles/14443630794523-Approving-or-Rejecting-Student-Time-Log-Entries


Support

If you have any issues with the system, there are two 
resources. If no one is available or after business hours, 
please call Watermark support listed below.

• The number is 1-800-311-5656
• Option 1 for Student Learning and Licensure
• Option 2 for cooperating mentor

If it is during business hours, you can contact me, and we 
can set up a zoom if necessary.

Leanne Harris
Harrisll@lewisu.edu
Data Manager
College of Education and Social Sciences
DL 337 - Unit 224
(815) 836-5847
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