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Overview TYLER

Managers may now approve employee timesheets and Absence Requests online
through Manager Self Service (MSS) in PeopleSoft / UT Share.

New Workflow:

« Employee reports hours worked and/or absence request in UT Share
* Manager receives workflow notifications by e-mail
Manager reviews/approves timesheet and/or absence request

Payroll Processes
Employees are responsible for reporting their hours worked and absences in UT Share.

Managers are responsible for reviewing and approving timesheets in UT Share.



Access UT SHARE

« Employees are issued e-mail credentials
as a part of the onboarding process.

* Once you have your employee e-malil
address and password please
visit http://www.uttyler.edu/utshare.

* Click the PeopleSoft HR/Finance Login
link.

The University of Texas at
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UT Share

PeopleSoft® HR/Finance Implementation

UT Share identifies a project that provides solutions to support unlimited possibilities across the UT System. PeopleSoft®
HR/Finance Implementation is a UT Share project

Important links:

ce Login - Select The University of Texas at Tyler from the drop-down list |
per” link - UT Tyler user ID and password required

ice Training



Access UT SHARE

Select your home institution

Enter organization name (partials ok):

Or choose from a list:

UT ZX SHARE

UT Share requires that you authenticate with your home institution. Please either select it from the list below, then click "Select', or
you may use the search-as-you-type feature by typing a partial name into the search box below, then clicking ‘Search'.

Please do not create a bookmark or favorite in your web browser on this page. This page is not part of the application you are
accessing. You may create a bookmark/favorite after you complete the authentication process

Search

The University of Texas at Tyler

v | Select I-'(emernberforsession'

Need assistance?

Send email to your local help desk with a description of the problem: | University of Texas at Arlington

v || Select

UT

TYLER

On the dropdown menu select The
University of Texas at Tyler

Proceed to enter your e-mail address
and password and click Login

Welcome to the UT Tyler Authentication System

Email Address Employee@uttyler.edu
Password

Login
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v Manager Self Service |

My Team Open Jobs Total Rewards

T
I

0 No Statement Available

Team Performance eForms

Managers navigate to the Manager Self Service Menu.

e Access UT Share

* Navigate to the Manager Self Service Menu.

* Notify Human Resources if you cannot access
PeopleSoft and navigate to Manager Self Service




v Manager Self Service

Financial Approvals HRMS Approvals

F r

Team Time and Attendance

Open Jobs

The HRMS Approvals tile shows the total number of
pending approvals. If no pending approvals are available, |iidasti
the tile does not display a number count.

Click on HRMS Approvals tile to approve any pending

The University of Texas at
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@ Employee Self Service Pending Approvals a Q% @ @

View By | Type

@ Al

(% Repaorted Time Reported Time Quanti al 0.00 Hours
Test Employee 0 11|

Any pending approvals will show on this page as a list,
with employee name on the left.

Click on the employee name to view reported time




Test Employee

Test Job Title Preview

E! 3 line(s) are pending your approval

e e

+ Reported Time Details

" Pending | Al

Select Report Date Time Reporting Code GQuantity for Approval Reported for Date / Scheduled for Date

[ 04/06/2020 2.00 Hours 2.00 Hours /£ 0.00 Hours
v 04/07/2020 £.00 Hours £.00 Hours £ 0.00 Hours

ol 0441072020 £.00 Hours £.00 Hours / 0.00 Hours

Approver Comments

Click on Select All to approve all reported time for
employee. You will be prompted to enter a comment
before submission. Leaving a comment is optional
when approving.

Approval Chain

(Optional) Select one row individually and click to view details. On the Adjust Reported Time
details page you can Adjust Reported Time and Add Additional Comments
Comments before clicking Approve/Deny. View Exception

TYLER



* Manager Self Service

Hjl' Team Team Time and Aftendance Elﬂ-E-'n Jobs Tofal Eewards
® aw
<« o ™
0 Mo Statement Available
Team Performancs eForms
i |
L | @

The Team Time and Attendance Tile is an additional way The University of Texas at
to view reported time and absences for employees TYLER




Once the Team Time and Attendance tile
is selected the navigation collection will

appear. Select Reported Time.

The University of Texas at

TYLER

- Timesheet

™ Reporied Time

il

T Payable Time

i | Payable Time Detail

™ View Requests




* Employes Seinctson

Empioyee Selechon Cntera

Selac e Crilerion Sabection Critacion Walwe

Tt Fligguutar Growp

Empluyes 10

Entpl Rid:nid
Lasl Hame=
Firsk Hame

Busingas Uni

Click Get Employees to view all employees
under your supervision based on the Reports
To Position Number.

Cegpariment

Reperts To Posilion Humbar

Location Code

oy

VHGrEgros

. All Time After
(Opt|0na| Step) Change View || All Time Before
. . . . Day _
The options to change the view by type to All Time After, All Time Before, Day, “View By 5 it ekl o tioh
Week, and Date is available. As well as Include Absence or exclude absences by [oate (01292020 »] Previous Week Next Week
checking off the Include Absence box.




Employees For John Smith, Totals From 01/27/2020 - 02/02/2020

B Q

Time Summary Demographics [I»

Click on Last

Empl Reported Hours to be Scheduled

N a m e Of Last Name First Name Employee ID syl

employee.

6001254096

Hours Approved Hours

Exception

Reported
Absence

Hours
Approved or Denied Hours
Submitted

0.00

Reported Time Status

m Q

Date

01/06/2020

] 01/07/2020
Click on Select All _
] 01/09/2020

01/1072020

Approval

Reported Status

Needs Approva

Needs Approva

Needs Approval

Select All

Deselect All

Select Approve, Deny or Push Back.
Confirmation message will appear. Select
Yes and OK.

Total TRC

0.00 WRKS

600 EMCL

0.00 WRKS

000 WRKS

Approve

Description

Hours Worked

Weather Closure

Hours Worked

Hours Worked

Add Comments

Push Back

Raponed Time Status

B 0 GDAM

B 06 SDAM

800 0044

£00 CaAm

Rekeal Ol

12 00 00PN

1200 00PN

1200 00PN

1200 00PN

Weal bn Ot

1 00 00PN 500 bl

100009 & 06 ShHPh

10D 00PN 500 00PM

100 00PN 4 00 SOPLY

Houn

5 - Hours W

Pisah Back




Manager Self Service
Entering Time on behalf of Employee

2. On the Employee

Selection Criteria your
» position number will be

1. From the Manager Self
Service menu, select

Timesheet. .
prepopulated. Click Get
Employees
" Timesheet
Timesheet Summary
== Approve Reported Time
¥ Employee Selection
o3y Payable Time Detail
ol S Employee Selection Criteria I i Get Employees i I
-I Request Absence Selection Criterion Selection Criterion Value Clear Criteria
Time Reporter Group Q
! Cancel Absences Save Criteria
Employee ID Q
* Absence Requests
Empl Record Q
P! View Requests Last Name Q
! Compensatory Time u First Name Q
Business Unit Q
Time and Labor Launch Pad
Department Q
j Monthly Time Calendar
Reports To Position Number 12345678 Q
. Assign Work Schedule Location Code Q
i-] Manager Search Options Gompany Q
Workgroup Q

*.. Absence Balance Details




(@ Manager Self Service Team Time and Attendance

=, Timeshest {Employee Selection

~- Approve Reported Time

Change View
“ ' I i
%4 Payable Time Detail ViewBy | Week v Show Schedule Information
Date |04/13/2020 v Previous Week Next Week

#ll Request Absence

! Cancel Absences
Employees For Rick M~rill Tatale Erom 04/13/2020 - 04/19/2020

P* Absence Requests H Q 1-107 of 107 =
B View Requests Time Summary Demographics | II»
< Empl Reported  Hours to be Scheduled s Reported Hours 5
B} Compensatory Time Last Name First Name Employee ID Record Hotime Approved Hours F A Apé:;gvme_:t:‘; Denied Hours
i@ Time and Labor Launch Pad -
m Name Empl ID 0 0.00 0.00 0.00 0.00 0c
[=*] Monthly Time Calendar
Name Name Empl ID 0 0.00 0.00 0.00 0.00 0.
» Assign Work Schedule
Name Name Empl ID 0 0.00 0.00 0.00 0.00 0.C
i-] Manager Search Options
Name Name Empl ID 0 0.00 0.00 0.00 0.00 o
Ahcences Ralanrs Datails
1. Alist of employees who From 04/13/2020 to 04/19/2020 @
report to you W|” ShOW TO égiments Day Date gf::::“’ In Meal Out Meal In Out PL.:.::;; Time Reporting Code
Se|eCt an |nd|V|dua| - ] Mon 4113 New 10 2p WRKS T
employee, click on their last o Te |4 |New 10 " 120 p ks .
name. O Wed 4ns New Y
u o Thu 4116 New v
2.You may enter the
] S Fri 417 New
employee's hours worked ’ :
. . o v
and click submit. : i I L
o Sun 419 New v

I Submit I Clear Apply Schedule




Timesheet

Test Employee
Test Job Title

Test Manager Name

“View By

FTE
Empl Type

Employee ID 6001234567
Empl Record 0
Classified

05/01/2020

Empl Class

Earliest Change Date FLSA Status

Week

v Previous Week Next Week

“Date  04/13/2020

"b

From Monday 04/13/2020 to Sunday 04/19/2020 @

Mon
413

Submit

Reported Time Status

Tue
414

Summary

Previous Employee  Next Employee

Print Timesheet  Punch Timesheet

below the timesheet.

I 04/13/2020

04/13/2020

1.000000
Salaried

Exempt

Total Time

Reported Time Status Summary Absence Exceptions Payable Time
Absence Events @
==
Absence Take | ||
Select *Start Date End Date Absence Name Reason %":e Details Status
Details
H " "
[rssmmeen ] « Click on "Add Absence Event
Approval
Select All Deselect All Approve Push Back
Absence Entitlement Balances
=] 1-20f2 v
Entitilement Name Balance as of 02/15/2020™ From To Accrual Period

Sick Leave

Vacation Leave

Select from the drop-down menu,
what type of absence you would like
to add to the employee's timesheet.

Reported Hours  0.00
Wed Thu Fri Sat Sun
4115 416 417 418 419
Apply Schedule
Absence Exceptions Payable Time
1 " "
Click on the "Absence" Tab
Absence Events @
£
Absence Take 103
Select “Start Date End Date Absence Name

Duration

Unit
Type

Details

144.00 Hours  09/01/2019 08/31/2020 Year te Date
108.00 Hours  09/01/2019 08/31/2020 Year to Date
Status Approval Monitor Source
Manager
New Approval Monitor Niriechoat



Absence Event Details

Name
Job Title

¥ Instructions

Enter Start Date, End Date, and Absence Name. Then complete the rest of the required fields before returning to the Timesheet page

Absence Detail @
;=

2. This will take you back to the
Absence Event where you can Approve
the Absence on behalf of the employee.
Select the event, then click Approve.

*Start Date | 04/13/2020 View Monthly Calendar T ‘ o
{131, B
Ll » Select *Start Date End Date Absence Name Duration g;:‘e Details Status Approval Monitor
Filter by Type | All b —
D 04/13/2020 04/13/2020 Sick Leave 800 Hours  [Detaiid New Approval Monitor
*Absence Name | Sick Leave v Current Balance 144.00 Hours™
Partial Days | None v Add Absence Event
Duration |8.00 Hours
Approval

Comments

Reporter Comments:

Cancel

* Required Field

1. Once the date

and Absence Name are
selected, click Calculate
End Date or Duration, then
OK. Comments are optional.

A4

Are you sure you want to approve the time selected? (13504,2500)

Once Approved the status cannot be reverted back.

Select Yes to confirm and complete the status change, No to return to the page without updating the status.

Yes No

3. Confirm the Absence Event by
clicking Yes.




Departmental Decisions

Every time an employee submits an absence
request or timesheet, you will receive a workflow
notification through e-mail.

It is the Department's responsibility to set an
expectation for their employees on how often
they are to report time within a pay period.

The options are daily, weekly, or semi-monthly.

The Office of Human Resources recommends
that all employees submit their time on a weekly
basis.

TYLER
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SEMI-MONTHLY PAY PERIODS & TIMESHEET APPROVAL DUE DATES

PAY PERIOD PAY PERIOD -E:ERSS"EEJ PAY
BEGIN DATE END DATE e, DATE

DUE DATES
3/1/2020 316/2020
4/1/2020
41162020
5172020
5/18/2020
6/1/2020
6/16/2020
71172020
7116/2020
8/3/2020
8/17/2020
9/1/2020

/162020
4/1/2020
4/16/2020
5/1/2020
5/16/2020
6/1/2020
6/16/2020
71112020
7/16/2020
8/1/2020
8/16/2020

3115/2020
3131/2020
4/15/2020
47/30/2020
515/2020
9/31/2020
6/15/2020
6/30/2020
7115/2020
7131/2020
8/15/2020
8/31/2020

3/20/2020
4772020
412212020
HT712020
5/22/2020
6/5/2020
6/22/2020
11772020
712212020
e/7/2020
8/21/2020

1812020

Fiscal Year 2020

Any time that is not entered and/or approved by the approval due date will not be paid on the
current payroll, and will not qualify for an off-cycle pay check.




PLEASE

NOTE

Specific to Deployment Group 1: Timesheet
dates 04/01/20 - 04/12/20 will need to be
entered by the Department Timekeeper.
Timesheet dates 04/13/20 - 04/15/20 will
need to be entered by the Employee.
Timesheets for semi-monthly employees are
due to be submitted and approved by
04/16/2020.
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