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Fluid Timesheets

Employees will enter and submit time with the new Fluid Timesheet which provides ease of access for
entering time and absences on smartphones, tablets, and personal computers.

The Timesheets will continue to be routed to managers to enable managers to easily review submitted
timesheets and absences awaiting their approval as well as submit a timesheet on behalf of their
employees. The recommended approval process is detailed in the following steps.

Review and Approve Timesheets

Step 1 of 7—HRMS Approval Tile
From the Manager Self Service or Employee Self Service, click on the HRMS Approvals Tile. The tile
displays the number of transactions that require approval action in the lower right corner of the tile.

Search in Menu

Manager Self Service v

HRMS Approvals

E‘g@

Step 2 of 7—Pending Approvals

The Pending Approvals page opens with a list of items that have been routed for approval. The default
pulls up All items by Type—the manager may click on the item from this view to drill down to the action
to approve. To view only the timesheets that need approval, click Reported Time in the collection menu
on the left side of the page. The Reported Time view displays employees alphabetically by date.

Viow By [ Tipe Y Reported Time
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Step 3 of 7 — Selecting Employee Time

From the Pending Approvals, click on the line of Reported Time to approve the time for a specific
employee’s time period. There may be multiple lines for the same employee if the manager has not

approved time from the previous period. The Reported Time approval page opens for the employee for
the time period.
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Step 4 of 7— Approve Reported Time

The manager selects to either Approve (or Deny) all rows of the time period by clicking the box above
Select or Approve (or Deny) individual lines by clicking the box under Select for the specific date.

 Reported Tims Details

[ g |

From Date

From Date
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Time Reparting Code
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From Date
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500 Hours /860 Houes.
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Step 5 of 7 — Viewing Employee Comments (As Needed)

Managers may view comments left by employees by clicking on the specific line of time under Reported
Time Details on the Reported Time Approval page to drill into the Approval Line Detail.

Reported Time

T ——

Sumoaary

Guwanity Reperied 40 00 Hours

Ve Lagsna

senmann

Approval Line Detail

Reporied Time Line Dotails
Report Date. 0142023
Reported fordate 800 Hows
Scheduled for date 00 Hous
Time Reporting code. STCTS - Stsh oo Taken Swarisd

Quantity 400 Howrs

Time details

Quantity Taskproup Batabis Indicator Time Zone
4 rours PSHONCATSK - Commmen Accounteg Ho

The comment is time date stamped. Managers can add an additional comment if they choose by typing
in the box and clicking Add Comment. Click the x to return to the Approval Line Detail.

To return to the Reported Time page, click the back button on the top left of the main banner.

Blsbie Incicstar
FSHONGATSK - Gammment aczsentig
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Step 6 of 7 — Adding Approver Comments (As Needed) / Approving Time

Comments can be added, in the Approver Comments box under the Time Section. Click the Approve
button at top right of the Reported Time page. An Approve pop-up window opens for the user to verify
the submission. The pop-up allows the user to edit any comments entered in the Approver Comments
box under the time selection section, or if none were entered, comments may be entered in the Approve
pop-up in the box. Click the Submit button to finalize the approval of the employee’s time.

Reported Time

[ ==

SR T ep——
Summary
Time Fenod G8/122028 - 15162023

Guantiy Scheduled 400 Hows

Quantiy Reporied 400 Hows

Approve s1wa
a
Select From Dete From Date. Time Reporting Code *ou are about to approve this request. Jor Date.
cemnen F— Approver Comments
sz RIS - Salarnd Woked
Approved

essznz K - Safaret Workes

L]
esimamm WRKS Salared Worked
a

) WRKS - Salard Woiksd

If a mistake has been made, the manager can Cancel the action at the window and return to the Reported
Time page to make any changes.

*Note: If any lines are denied an Approver Comment is required.

Step 7 of 7 - Confirmation

Once Submit is clicked, the system returns the manager to the Pending Approvals page with the list of
employees who need time approved, and a green banner confirmation appears for three seconds at the
top of the page confirming the approval. Select the next employee and follow the same steps.

Panding Approvals

‘Yo have aporoved the request. %

LY

@ 0 A
[ p—— D | Reperma time ol

O Reported Time a

| Reporisd Time

Confitmation green banner displays
for 3 seconds and disappears.

B eroms Tansactins a
Reported Time

Reported Time

Reporteo Time

Routed
o7z >

Repartes Time Reuted

ooy 3

Reported Time Quarily foe Approval 32,00 Howurs Routed

07A04/2023 - 0710712023 oTI42023 ’
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Review and Approve Absence Requests

Step 1 of 7—HRMS Approval Tile
From the Manager Self Service or Employee Self Service, click on the HRMS Approvals Tile. The tile

displays the number of transactions that require approval action in the lower right corner of the tile.

[UITRVE  Search in Menu

Manager Self Service v

HRMS Approvals

A

Step 2 of 7—Pending Approvals
The Pending Approvals page opens with a list of items that have been routed for approval. The default

pulls up All items by Type—the manager may click on the item from this view to drill down to the action
to approve. To view only Absence Requests that need approval, click Absence Request in the collection
menu on the left side of the page. The Absence Request view displays employees alphabetically by date.
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Step 3 of 7 — Selecting Employee Absence

From the Pending Approvals, click on the line for Absence Request for an employee to approve the
absence. There may be multiple lines for the same employee if the employee has submitted multiple
absence requests or the manager has not approved previous requests. The Absence Request approval
page opens for the employee for the selected date. Review the date and duration of the request. The

employee’s balance for that leave type is displayed with a disclaimer. Any comments the employee
provided display under Requester Comments.

Absence Request

| Start and End Dates of Request Absence |

\
P | [C—
be reduced upon approval

Absence Details

Absence Name Sick Leave /

Stari Date_07/11/2023

Fartial Days All Days - 1 Hours

[cun 4055 Hours_@ Disclamer ] [ Leave balance displays for leave type requested with an information Disclaimer’ k|

Reques! History

T T Comocits It by cuiphoyee to sippet
- request. (This is blank i 0o comments are
included on the request )

»

Approver Comments

Manager Approver may leave
comenents for employes

Approval Chain >

Clicking on the Disclaimer link displays the following message. Click OK to return to the Absence Request.

*Disclaimer. The current balances do not reflect leave reguests that have not been approved by your supervisor and unprocessed in the UT PeogleSoft system

Step 4 of 7 — Approve Absence Request
After reviewing the request, click the Approve button.

Absence Request

£ in Process

Absence Details

Absence Name Sick Leave

Start Date 07/11/2023
Partial Days Al Days -1 Hours
Current Balance 40.55 Howrs @ Disclaimer

~ Requester Commaents

End Date 07/1172023

Duratien 1 Hours

Cancel

Approve

Denst

You are about to approve this request

Request History >

Approver Comments

Approver Comments

Appioval Chain >

An Approve pop-up window opens for the user to verify the submission. The pop-up allows the user to
edit any comments entered in the Approver Comments box, or if none were entered, comments may be
entered in the Approve pop-up in the box. Click the Submit button to finalize the approval the absence.
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Step 5 of 7 — Confirmation

Once Submit is clicked, the system returns the manager to the Pending Approvals page with the list of
Absence Requests by employee, and a green banner confirmation appears for three seconds at the top
of the page confirming the approval. Select the next employee and follow the same steps.

Pending Approvals

You have approved the request. ", x
@ A a e \
W e 5 Absence Request Coafirmation disappears
afier 3 seconds
© ReponeaTime " T
Trows
B eFoms Transactons n Absence Reguest Sick Leave, 375 Hours Foued

052012023

e22023

Routed

Absence Request N
060212023

Vacation Leave. 5 Hours Routea

Ansence Request N
062012023 063072023

Step 6 of 7 — (As Needed) Deny Request

Deny is also a function for the manager if the request is not approved, or the employee needs to make a
change. If the manager clicks Deny on the Absence Request, the Deny pop-up box opens. The manager
must enter Approver Comments in the box to Submit a denial.

Absence Request

veny || pusnoack
&% 1n Process

Absence Details

Absence Name Sick Leave End Date 05/15/2023

Deny

Start Date 05152023 Duration 1 Hours

Partial Days All Days - 1 Hours

Gurrent Balance 40.55 Hours @ Disclaimer

 Requester Comments

migraine:

Request History

You are about to deny this request.

Approver Comments

Enter reason or information that routes back to employee.

Approver Comments

Approval Chain >

*Note: If a mistake has been made, the manager can Cancel their action at the window and return to the
Manager Absence Request page for this request.

Step 7 of 7 — (As Needed) Denial Confirmation

Once Submit is clicked, the system returns the manager to the Pending Approvals page with the list of
Absence Requests by employee, and a green banner confirmation appears for three seconds at the top
of the page confirming the denial of the request.

Pending Approvals
You have denied the request. x
®,
8 ~ = [ ot N
Absence Request N—
Il Ansence Request 5 q Confimation disappears
— after 3 seconds
© Reported Time. . T |
o 5rows
B eFoms Transactions & Absence Request Sick Leave, & Hours Routed
053112023 0640212023
Absence Request ‘Vacalion Leave, 5 Hours Routed 3>
06/2012023 06302023
Absence Request Sick Leave 1.25 Hours Rowes
062112023 06/30:2023
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Submit Timesheet on behalf of Employee

Step 1 of 6 - Team Time and Attendance Tile
From the Manager Self Service page, click the Team Time and Attendance Tile.

[Manager Self Service v]

Team Time and Attendance

Step 2 of 6 - Get Employees
From the left side collection menu, click Enter Time. Click Get Employees.

Team Time and Attendance

Enter Time Enter Time

Use filters to change the search criteria or Get Employees to apply the default Manager Search Options.

Get Employees

Click the Employee that needs time entered.

Enter Time
Select Employee

Ad

Name/Title Exceptions Hours to be Approved

-

Undergrad Assistant

Program Cord Hourly

Workstudy Student

Undergrad Assistant
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Step 3 of 6 - Filter
If a manager has many employees, they can filter through to narrow down the results. Instead of clicking
Get Employees, click the Filter button.

Team Time and Attendance

Enter Time Enter Time

Use filters to change the search criteria or Get Employees to apply the default Manager Search Options.

Get Employees

Enter the information for the employee, then select Done.

Filters W
Time Reporter Group I QI
Employee ID I QI
Empl Record |123456?89 Ql
Last Name I QI
First Name I Ql
Business Unit I Ql
Department I Ql
Reports To I:lc:js::::: |10035837 Ql
Location Code I QI
Company I QI
Workgroup I Ql
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Step 4 of 6 — Submit Elapsed and/or Punch Timesheets

Once the employee is selected, their timesheet opens to the current time period. If any time has been
entered on the timesheet, review the entries, and make any necessary adjustments to the entries, and
then click the Submit button. If no time has been entered, the manager can click the Apply Schedule
button, or for the elapsed time reporter, enter the hours for each day worked and click the Submit button.
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Team Time and Attendance

T Enter Time Enter Time

~ Employee Information
Name FTE 1.000000 Mansger
Empl 1D Type Salaried Manager
EmplRed 0 FLSA Status Exempt Manager 1D

Empl Class Earliest Change Date

‘D < |15 | suly a7, 2023 sy 23, 2023

Scheduled 40.00 | Reported 30.00 | Unapproved Time 0.00

| clapsed | Punch

Time hegorting Code / Time Detalls
Row Totals

WRKS - Salaried Worked vl E s

*Note: If entering time for a previous or future time period the manager clicks the back or forward buttons
(or uses the calendar icon) next to the time period date range to change the date for time entry.

For the punch time reporter, if any time has been entered on the timesheet, review the entries, and make
any necessary adjustments to the entries, and then click the Submit button. Be sure to enter the ‘In’ and
‘Out’ punches for the employee. If the employee has a schedule, the Apply Schedule button can be used;
otherwise, all punches need to be entered for the dates the employee worked. Click Submit button.

“Team Time an ATEngance.

[——

Enter Time.
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Step 5 of 6 — Confirmation
The manager receives a green confirmation banner at the top of the page confirming the time has been

submitted.
Team Time and Attendance
Submitted for it Q7-17 - 2023-07-23 ®
e
Empl 1D Type Salaried Manager e ?Iﬁf_l_ .
Empl Red 0 FISA Status Exempt Manager ID )
Empl Class Earliest Change Date
Previous E

=] |< >\ July 17, 2023 - July 23, 2023 View By

Scheduled 30.00 | Reported 20.00

© [ epsed | puncn | el - | —

Time figporting Code / Time Details M @ 18Tue © 18Wed  © 20Thu ® 217 © 225 o] 2350 ©
Row Totals
8ol Bofg 8ofa 8of3 8ofg 0of0 oofo
o 8 o n o
WRNS - Salaried Worked v‘ E 4000 + - 8.00 800 8.00 B00 8.0/

Step 6 of 6 — Comments (As Needed)
If the time reporter has left a comment for a specific date a comment icon is present below the date, click

the small drop-drown © next to the date, and the Actions box opens. Click the Add/View Comments to
view the comment.

Time Reporting Code / Time Details 7 Mon ] 8Tue ® 9Wed @
Row Totsls
8of§ 8of s Sofg

WYRKS - Szlaried Worked vl = 40.00 E‘ ‘ 530‘ | snn| ‘ 8.00

o [ = ==
o soe sors nors cate [

A pop-up window appears where comments can be viewed.

Time Reporting Comments X

Comments related to Time entered for

Comment once entered cannol be aliered or removed.

Add a new Comment

Add Comment

Entered on 07/12/2023 10:58 AM by

1did not take a lunch 002y, «——
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From here the manager clicks the x to return to the timesheet, or they can leave a comment for the
employee by typing in the box and clicking the Add Comment button. Multiple comments can be left on
the same date by various roles including: the employee, manager, and time administrator.

Time Reporting Comments

Comments related to Time entered for

Comment once entered cannot be altered or removed.

Add a new Comment
4

Add Comment

Entered on 07/12/2023 10:58 AM by
1 did not take a lunch today.
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