PEOPLESOFT FLUID
TIMESHEETS for

Exempt Timecard Entry




Microsoft Authenticator (MFA)

Access to PeopleSoft from remote locations (off -
campus) requires Microsoft Authenticator (MFA)
Example: Approving purchases, submitting absence

and timecards, approving a workflow, etc.

UTRGV uses Microsoft Multifactor Authenticator

(MFA) to keep our information and applications
secure.

For more information please visit:
https://utrgv.edu/mfa



https://utrgv.edu/mfa

Log In

1. Navigate to https://my.utrgv.edu

2. Type in your credentials.

3.PeopleSoft may be found in the
Applications section of your MyUTRGV

Homepage.

PeopleSoft

Applications



https://my.utrgv.edu/
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From the Employee Self
Service page, click the
Time and Attendance Tile




Time and Attendance

Click the Enter Time tile to
open the Timesheet




Enter Time

v Employee Information

Name FTE 1.000000 Manager Yigw Comp Time Balances . . .
- ) TO View balances, click on link.

Empl 1D Type Salzred Manage! View Payable Time

Empl Red & FLSA Status Exempt Manager [0

Empl Class Earliest Change Date 04101/2024

By clicking submit, | cerfy that the fime hereon is frus and comsct

Reporting period defaults to the current period. Click on the
back/forward arrows or use the calendar icon to select a
period.

Aprl 1, 2024 - April 30, 2024
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“Time Reporting Cade / Time Detais - Mon @ e @ Med B AT @ 5Fd ] f3a 8] 78m @ 8 Man BTee 0 MWed © 11 Thu 12Fi @ 1388 @ 145un
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Enter Time

v Employee Information
Name

Empl 1D

Empl Red 0

Empl Class

Scheduled 176.00 |

'R
L

“Time Reparting Code | Time Detals

‘ NLT - No Leave Taken - Salarie V‘ i

By clicking submit, | certify that the time harean is fus and comect to the best of my knowledge and fhat work time and absence 15 in accordance with UT Rie

A 1, 2004 - A 30, 2024

Reported 0.00 Hours

FTE 1.000000 Manager View Comp Time Balances

View Absence Balances
Type Saired Manager View Payable Time N I k O h . I I I
s o leave taken 0 hours will prepopulate

Earliest Change Date 0410172024

according to assigned scheduled. If no
absences were taken, click Submit to
acknowledge that no leave was taken.

"View By | Period «

=

1 Man 2Tie @ 3 Wed 6sat @ Thn @ Mm@ BTee @ 0Wed © T & 2 @ 135¢ @ 14 5un

Row Totals
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Enter Time

v Employee Information

Name FTE 1.000000 Manager Yigw Comp Time Balances
View Absence Balances

Empl ID Type Salariad Manage! View Payatle Time

Empl Red & FLSA Status Exempt Manager [0

Empl Class Earliest Chang Date (410112024 | f a b sences are p en d | N g to b e
By clicking submit, | cerify that the time herean is frus and comect to the best of my knowledge and that wark time and absence is in accordance with UT Rin : M
submitted, click
’

Click on ... (ellipses) button
A 1, 204 g 20, 2004 “View ByN\Period v

Scheduled 176.00 | Reported 0.00 Hours

i}

“Time Reporting Code / Tine Detais iMon @ e @ 2Wed AT @ 5Fd f3a 8] 78m @ 8 Man BTee 0 10 Wed 11 Thu 12Fi @ 138a 14 2un
Row Totals
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Enter Time

v Employee Information

Name FTE 1.000000

Empl 1D Type Salzred

Empl Red & FLSA Status Exempt

Empl Class Earliest Change Date (4101/2024

By clicking submit, | cerify that the ime herean is frus and comect to the ne&l

A pop-up window will appear.
Click on
REQUEST ABSENCE

Save for Later

g, 2004- Api 30, 204

Scheduled 176.00 | Reported 0.00 Hours

'Rl
W

Row Totals

*Time Reporting Code / Tima Details 1hlan

Oofd

Request Absence

Print Timesheet

10 Wed 11 Th 2F 0 13 3at 14 5un

] e & 2\Wed 4T & 5 Fr faat 2] T8 & § Man BTie @

Daf8 Oofd Oofd Oofd Oofl 0efl lafd Dofd Dofd 0ofd Dofd 0efl 0afl

NLT - No Leave Taken - Salarie ¥| |2

[

J.E{I‘ ‘ J.EG‘ ‘ J.CCI‘ | EI.E{II‘ ‘ J.EIEI‘ ‘ ‘ | ‘ ‘ J.EIEI‘ ‘ U.ZID| ‘ G.JD‘ ‘ U.IIE-‘ ‘ U.ZIC-| ‘ ‘ ‘




Request Absence

*Start Date |04/15/2024

*Absence Name ‘Sick V| Apply Absence ’

End Date |0411512024 (|| +10ay

Select Absence Name
and click on Apply
Absence

Partial Days None by

Duration |8.00 Hours Check Eligibility

Comments

E
Attachments

You have not added any Attachments.

Add Attachment




—swnitconimation | After selecting the dates and

Are you sure you want to Submit this Absence
Request?

- duration, click on Submit &

Yes, then close the window
to return to the timesheet
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Enter Time

v Employee Information

- As per policy ADM 04-408, time records
View Absence Bal

Empl ID Type Salaried Manager *;':::Fa::;f'l:;m

e et are official certifications of time worked
and leave charged and as such should be
By clicking submit, | cerlify that the tme hereon = trus and comect to the best of my knowledge and that work time 2nd absence s n accordance with UT Rio G
completed carefully and accurately.

Api 1, 2024- i 30, 2024 After all absences have been ViewBy | Period v

Scheduled 176.00|  Reported SHours requested’ C||Ck on Sme|t \ -
! B

hL

*Time Reporting Code/ Time Detais ' IWed @ 4T @ 5Fn @ B 3at 2] TSm0 EMon & BTue @ NWed @ N @ 12Fi @ 135t @ 4aim @ 15Mon @
Row Totals
Lt Dofd 0of8 0aff Defl 0of 0of Dofl Dof 0ofd Dofl Oofl Oofl Bofd
il

v E 0 200
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‘ NLT - Mo Leave Taken - Salare ¥




Note: Error messages appearing on
the top section will prevent timesheet
from being submitted until
corrections are made

Review Time Card

Time and Labor Error Messages

‘ 1 Tolal reported hours must be equal to or greater than the fofal scheduled hours. (32003.9)

Time and Labor Warning messages
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Enter Time Legend %

v Employee Information F  Time Details
Name FTE 1.000000 B  Saved
Empl 1D Type Salaried ®  Approved
Empl Red 0 FLSA Status Exempt

] Pending Approvals
1 Fmnl Class Farliest

©  Denied

Click onicon to SR
review Legend 4 Eoer

@i  Absence
[ ] [ ]
descriptions — o
ipw By | Darind s
[ ] Reported . . .
Scheduled 17600 |  Reported 8Hours Aft b t t
oot e e er supmission, status Icon
® %  Reported Over Schedule Wl” appear on each day
OFF Day
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SICKS - Sick - Salaried v E 300




Enter Time

+ Employee Information

Name FTE 1.000000 Manager View Comp Time Balances
. View Absence Balances

Empl ID Type Salaried Manager View Payable Time

Empl Red 0 FLSA Status Exempt Manager ID

Empl Class Earliest Change Date (04/01/2024

By clicking submit, | certify that the time hereon is truz and comect to the best of my knowledge and that work fime and absence is in accordange == '™

After supervisor’s approval,
April 1, 2024 - April 30, 2024 StatUS ICON Wl” d|Sp|ay as “ViewBy | Period v

Scheduled 176.00 | Reported 8Hours A p p rove d

*Time Reporting Code / Time Datails — Thon @ 2Tue © IWed @ 4Thu ® 5Fn @ 6 Sat 2] 7Sin @ Mon @ 9Tue © M0Wed @ N @
e 0ofd Oof Dofd Dofd Nofd Dofl Dofl Dofd Dofd Oofd 0ofd
] ] 8 ] 8 8 5 8 &
NLT - No Leave Taken - Salarie v| 2 + 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0
| - | | | | | | | | | | |

SICKS - Sick - Salaried v = 8.00




Click on the Home Button to
return to the PeopleSoft

Homepage
I

*View By @ Period +

o [




You may sign out of
PeopleSoft by selecting
the Actions List then

select Sign out

% .

javascriptiprocessing win0(0,2000); void DoNewWindowFL{this)




Congratulations!
You have successfully completed this topic.

End of Procedure.
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