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Report (Query) Name: Timecard_Status_Report_Pending.  

This report extracts pending timecard(s) for active employees within the user-selected date range 
(September 2024 onwards) and includes only those from departments you are authorized to access. The 
pending statuses are as follows:  

• Missing = Not started 
• Saved = Started but not Submitted 
• Needs Approval = Employee Submitted; Supervisor has not approved it. 

To get a list of pending timecards before the September 2024 period, please email the payroll office at 
payroll@utrgv.edu.  

If you would like to verify your current access or request access to additional department(s), please refer 
to the Requesting Access section, item#3 or #4, for further guidance. 

 

   

Employees with a PeopleSoft Manager Self-Service or Timekeeper role can access this report directly. 
Others are required to submit an access request for the report and PeopleSoft (PS) Query Viewer. 

• Log in to Get Access portal with your UTRGV username and password, following steps outline in 
this guide. 

• In the Description field on the portal, enter one of the following request narratives that applies 
to you. 

 

 

 

 

 

 

Requesting Access 

Overview  

https://support.utrgv.edu/TDClient/1849/Portal/Requests/TicketRequests/NewForm?ID=ciQB8zBmY8s_&RequestorType=Service
https://support.utrgv.edu/TDClient/1849/Portal/Requests/ServiceDet?ID=35036
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1. Login to my.utrgv.edu with your UTRGV username and password. 
 

2. PeopleSoft may be found in the Application section of your MyUTRGV Homepage. 

 
 

3. Navigate to the NavBar, located at the top right-hand corner of the screen. 

 
4. Select Menu (a) then HRMS (b) from the populated list. 

 
5. Select Reporting Tools (a), then Query (b), and finally Query Viewer (c) to find the report you 

want to run. 

 
 

Navigating PeopleSoft Query Viewer 

https://my.utrgv.edu/
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1. Search for query.  
Once Query Viewer is open, you will type in Timecard_Status_Report_Pending and hit search.  

 
 

2. Select the hyperlink HTML.  
a. Once you see the query, click on HTML. 
b. If you can add this query to your favorites, please do so for easier access. 

 

3. Enter report parameter. 
a. Only the *Start Date and *End Date are required.  
b. Leave all other parameter fields blank unless you want to narrow the search results. If 

no additional parameters are required, skip this section, and proceed to section 4: Run 
Report. 

 
i. Employee ID: Enter only if running for a specific employee. 

ii. *Start Date: 
• Timecard period start date.  
• It’s defaulted to 09/01/2024. You can edit dates only from this date 

onward. 
iii. *End Date: Timecard period end date. 
iv. Unit: Leave blank (For the Payroll & Tax Compliance office used only). 

Running Report 
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v. Dept ID: Enter only if running for a specific department.
vi. Exclude Workgroup: To get a list of salaried pending timecard(s) only, select

RGVHOURLY (to exclude hourly) using the magnifying glass. Otherwise, leave it
blank.

vii. Include Work group: To get a list of wages/hourly pending timecard (s), select
RGVHOURLY using the magnifying glass. Otherwise, leave it blank.

4. Run Report
• After entering the parameters (a), selecting View Results (b), the pending timecard data

will be extracted and displayed (c).
• You can download the results as an Excel spreadsheet (d).
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