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Complete Employee Information

DocuSign 1
*Red boxed fields must be filled
) pepartment: | | O vivision: [[—eree — | 1. Enter department name.

Oivision of the President (Found by hovering over your name
Div Acad Affrs & P16 Integrat .
on your PeopleSoft Timesheet page).

eEmplwee Name: (©) employee ID: [{oivision of Inst advancenent

Div Finance and Planning

Month of Ti d: ' Empl Record #[ | Div Gvinntal & Comm Relations : .
4 a o Tme - @ et Record 100 O e | 2. Employee name entered on sign
Today's Date: STECESS @ rimecard Approver: [ 01 £or 2 St s s | T .
February tudent Success in page will appear.
"_ 1V ministration sup Srvos
o 3. Select the month and the year
June . . .
Wy for the period you are submitting.
Setober 4. Enter today's date.
November
—{ Decenber 5. Select the drop-down arrow to
PeopleSoft find division name.
< Employee Self Service Time and Attendance 6 & 7. Enter EFﬂp'DYEE ID and Empl
e Timesheet Record number.
) seqtestabiseiie UTRGV Vaguero () Employee 1D 000000007: (Found on the top right corner of
IMascot .
B Cancel Avsences o 3 e eE:F" T‘z:”“ (021 - your PeopleSoft Timesheet page).
Supervisor Name o Title mpl Liass  Classi ] .
, view Requests i - | Earliest Change Date 10012021 | 8. ENter approver/supervisor first
Select Anothe :,-,M:I . a nd IaSt name
I8! Absence Balances Md" B
’ Previous Period M
L Overfime Reguests




Complete Timecard Correction

Department: | | Division: [-- select -- v
COLUMMN A - Time Reporting Code
Employee Name: Employee ID: | |
Month of Ti d: [-- = t - -- zelect - Empl R d # .
onth of Timecard: [~ sefoct ~¥] —sclect 'v mpl Record ¥| ' Select Regular from the drop- down if you work scheduled hours.
Today's Date: E Em:card Appmvcr:‘:E |
[ | P e —— | Select Day Off from the drop-down to indicate weekends off.
1 —— select —- v - zelect -- ~
— select —
= -- select -- hd - H H
pesuler Aetive Duty Select Holiday Taken from the drop down to indicate a UTRGV
ay OFf Amateur Radio Operators - select -- v
Holiday Taki Assistance Dog Traiming =
Hﬁ'lzd: warE:d Blood Donation -- select - hed Hﬂllday Q'H:.
eelect - w Bone Marrow Donation -- select —- hd
- Comp ij and a_H;Tf — —
- select -~ ¥ Educational Activities et ~ Select Holiday Worked from the drop-down to indicate a UTRGV
-- select -- Em'.g’e",ty Leave -- zelect -- o -
= FuLA Sick Holiday you worked.
-- select —- W Fureral Leave -- select -- o
= Jury Duty
-- select - W Lga\fe Without Pay N -- select —- ~
-~ select - Wilitary Reserve Training - select -- v COLUMM B - Amount
B Organ Doner . . . .
Toseleet m v Parental Leave N - ==lect o v Indicate the number of hours when selecting Regular, Holiday
T elect - v Peace Qfﬁcgr Contimuing Traiming = seleck —- b -
: Red Cross Disaster Sve Vol Lve Taken, or Hﬂlldﬂy Worked.
-- zelect -- w Sick -- select -- Lo
T select —— W Sick Leave Pool i -- select -—- "’
-- zelect - W -- zalect -- v -- select -- o COLUMN C - Leave TYDB
Tosleet v T oselect oo v T oselect v Select the leave from the drop-down to indicate the time taken
-- select —— W -- select -- bt -- select -- e
. : off.
-- zelect -- W -- zelect -- w -- select -- o
-- zelect -- W -- zelect -- ~ -- select -- ~
-- select -- W -- zelect -- w -- select -- e COLUMN D - AI’I"IOLII‘I‘II
ooseleet m ¥ o osslect o b oo seleet o e Indicate the number of hours taken off.
-- select - W -- select -- w -- select -- w
-- select -- W -- zelect -- w -- select -- o
-- salect — e T zeleckt -- w Z- select — ~ NOTE:
- select - W = select -- v - salect -- v - Submit one month per template form.
) = - s=lect —- v - select - v - Select values either from A or C column, or both.
e — ettt > mtaech > - Must enter the date for each day of the month.
-- zelect - w -- zelect -- ~ -- zelect -- '
e — - — = - Ensure at least 40 hours are accounted for each week.
S aelect - v — zalect -- v = select -- v - Please see examples on the next pages.
-- select - W -- select -- w -- select -- e




Example 1: Report Hours Worked

Department: [Finarcial Sarvicez-Comptroller Division: [07v Fimarce and Planming b3
Employee Name: Emplayee Nave Employee ID: [ooooo00072 |
Month of Timecard: [February W] [2019 ~ Empl Record # [0 |
Today's Date: [11,/01,2021 | Timecard Approver: Robert Jones ]
MMMM
[pz/or/zoi8 | |[[Regular | JW[-- select —- v JB = =elect —- ] Emmm—
[027/02/2015 | [Day off | -- zelect -- W | [-- select -- el |
'W @U‘F‘F—\” :l |- z2lect —- | | [—= select -- V|| |
|02.-"l}4;'2{|13 | [Reqular v | |B | [-- select -- w | | [-- select -- v|| |
[o2/05/2005 | [[Reguiar v | 5 | [-- select -- v Ji[-- select -- v
[02/06/2013 | [Regular v [ | [- =select —- Call | [-= seTect -- v
o Bl E = = = | - Enter everyday of the month.
[0z/08/2008 | [Regular v [ | [-=_select -- w | | [-- seTect -- | |
[o2/08/2008 | [[Day OFF v I |i[-- =eTect -- | | [-- seTect -- vl |
o0 ] [y o V] | | [ select &l | (o select - > | - For each day select Regular if you
pz/11/2018 | [Regular  w| B ][ select - vl || == seTect -- vl
(227208 | [Regular vl G | [== select -- vl | [=setect == vl | worked and []a! Off to mark a weekend.
[02/13/2009 | [ReguTar v e | [-- =elect -- v | [-- seTect -- v
[02714/2013 | [Regular v B [==select -- w | | [-= seTlect -- v
[02/15/2009 | [[Regular 2 5 0 =elect -- | 0= sefect -- vl ]
e s s i— i e = | e =i | - Enter number of hours worked per day.
02,/17/2019 Day OFF ~ = selecl —— v|.| || = s=lecl - ~ |
02/18/2019 Regular 2 B -~ zelect -- W | | [-= select -- el
[02/18/2013 | [[Regular ] B == select -- 2l | = sefect -- ~ | ]
02/20/2019 Regular - [8 | [--"select -- v | [-- s=Tect -- v |
02/21,/2019 Regular ~ 18 [-- z2lect —- w | | -- select -- w |
[tz/2z/2003 | [ReguTar | B | [= =eTect -- w| | [-- seTect -- ~] |
[02/2372019 | [[Day oFff | I:l -- zelect -- Vl|| | [—= select -- w || |
[0z/24/2013 Day Off bd [ | [-= =elect -- v | [-= select -- v |
02/25/2019 Regular v (8 | [ select -- w || | [-- select -- w | |
[02/26/2003 | [Regular 2 [ ] [ select = = 18— ==Tect -- =]l I
[02/2772013 | [[ReguTar il [-- se'|ec1; -- v | | -- s__e'!e_gt_ -- V|| |
[pz/28/2013 | [Regular v B ] [ select -- w1 | [-= select - ~ ]
W= select -- w [ | [ =elect —- v | [-- select -- v |
-- select - W [ | [-= select -- w | [-- select -- w | |

[ | | = Ee.!e‘.'-t -— v} l:l -- zelect -- W | P [-- select -—- |l |




Example 2: Report Holiday Taken and Holiday Worked

Department: [Financial Services-Comptroller Division: [D7v Finance and P lanning B
Employee Name: Employze Name Employee ID: [oocooooo7z
Month of Timecard: [ Jaruary w] [Z021 ~ Empl Record #[0
Today's Date: |11,/01,2021 Timecard App 1 Rabert Jones

Amounz_lteverpz ____________|Amounss ]

Time Reporting Code

[HoTiday Taken | |- select -- v || | [-- select —- v ]
[o1/02/2080 |  [Day off bl [ ] [== select -- v | [-- select -- | ]
,W‘ [Day 0oFF  w| [ - select —- v | [—= zelect —- w || |
[or/oe/2020 | [Regular w | B | [-- =elect —- Ll | [-= select —- w || |
l;a/os/2021 | |[Requiar | |z | [-- =elect -—- v | | [-= select - W ]
[01/06/2021 | [Regular o [s | [== =elect -- | | [== select - | | . . .
T TR Te——] e = e =i | -Select Holiday Taken if you did not work
BT e ro— o— 2 | [ st =l | during a UTRGV Holiday and enter the
lor/0e/2021 | |[Day OFF | | | [-= select -- v | [-- seTect -- v ]
[pL/1e/2021 | [Day oOff v [ | [-= select -- el | [-—=select - | | numher ﬂf hﬂurs-
[PLALZ02 | [[Regular | [-- select —- vl ][l - Ll |
[mazzoz | [RequTar v e | [-— select —- w || | [ seTect —- v |
lo1/13/2021 | [[Regular v e | [ select -- w |- seTfect -- v | . - -
el e a— : — ) e = | -Select Holiday Worked if you did not take
pasen | [fewle V| 2 | L= emest = 2 ) et I | time off during a UTRGV Holiday and enter
[eae/2021 | [Day OFF | | | [— select —- v || | [-— seTect -- W |
CYZETT | A —— [ T Il e | ' | the number of hours.
| [orierzon [Holiday Warked ¥ g [== select -- v [-= select -- v |
[o1/13/2021 | [[ReguTar v s [—- zelect -- 2l || [-= select -- w |
01720/2021 Regular 3 E | [== select -- ~ | | [-- sefect -- - |
'@21;2021 [Regular W] B [~ select -- | [-= select -- Cal |
[o1/22;2000 | [Regular ~] [ | [-= select -—- v | [ =elect -- ~ ] |
[o1/23/z021 | |[Day OFF v [ 1 [== seTect -- vl 1= select -- 2l ]
01,/24,/2021 Day OFF ~ | | [ select -- w | | [-=seTect -- W |
01,/25/2021 Regular ~ I8 |/ [-- select -- v | |F[-= select -- Call |
[1/26/2021 | [ReguTar v [ ] [ =eTect -- v | [~ select -- v |
01/27/208 | [Regu Tar v e = | T < ]
[pi/zgz021 | [ReguTar ~] [ ] [ seTect -- Vi | [ select - | |
01/29,2021 Regular 2 |8 |l - select -- v || |l - select - w |
01,/30,2021 [Day off v I | [-= select -- v | [-=_select -- v |
|

[p1/312021 | [Day OFF ] |- zelect —- | [-- select —- W




Example 3: Report Partial Holiday Taken and Holiday Worked

Department: [Financial Services-Comptroller Division: [D7v Finarce and P lanming W |
Employee Name: Employee Name Employee 1D: [0000000072 |
Month of Timecard: [Farch w | [Z0Z1 | Empl Record # [0 |
Today's Date: [11/01 /2021 | Timecard Approver: Robert Jomes |
[ Date lnmenepomingcose  lamoun liesverper _______ lamounee liewverypez _[amouns |
[oz7m7zozr ] lRe_guTir—| |P[-- select -- v JB[— select -- ]
03/02/2021 Regular W |B | [-- select -- || | [-= select - ~ |
IB—_| [-- zelect -- vl [ select -- ] |
lo3/o4/2021 | [Regular v | s | [-- select -- v ]| | [-- ==Tect -- v |
loz3/05/2021 | [Regular v | s || [-- select -- v | [-- =eTect -- ~ |
[o3/06/2021 | [Day OFF | | | [-- select -- Ll | [-= seTect —- |
/o720 Plom oF ] . | e v|: ' | - Enter duplicate date for UTRGV Holiday
|03.-’08.-’2021 | [Regular v | |8 | [-- select -- v | | [-- select -- v|| | "
103/09/2021 | |[Regular | ] | [-- select -—- w | | [-—= select —- || | Taken a"d Hollda? wnrkEd'
[oz/1o/z0z1 | |Re§‘u'|ar' v [e | [-- =elect —- v.|| | [-= select —- ~] |
03717200 [W[Reguiar V] [-- select - vl | /[=select - Vil 1]
(et L. E—— 2 || [eetect — ~]| | [setect — 2| ' | - For Holiday Taken enter the number of hours
|_03.f13.-’2T021 | [Day OFF v | I |B[-= select -- W |B = seTect— ~ |
[03/12/202L | [Day 0FF v [== select -—- v | [—= ==Tect -- v taken ﬂﬁ_
[p3/15/z021 | |[Regular v I |/ [-= zelect -- vl | [-= ==Tect -- v ]
0316/ 2021 | [ReguTar | s |l == select = LAl | M —=-select-—- e | ]
aireon ] (et o £ | [rselect =l | S | -For Holiday Worked enter the number of hours
03,18,/2021 Regular v e | [=- select -- | | [-= seTect —- ||
[03/15/2021 | [[HoTiday Taken w| e W= =eTect - 2l |==seTect -- 2l ] wnrked.
03/19/2021 | Holiday Worked W = | [-- select -- v | [-= s=lect -- | |
[-- zelect -- W || | [-- select —- |
[p3/z1/2021 | [Reqular v e | [-= =elect -- w || | [ seTect —- ~] ]
[o3/2z/z021 | [Regular v [ I [-= select -- v |/ [== select -- ~ ]
03/23/2021 [Reqular w i | [=- selecty W | [-- =eieck— ~]
[0z /24 /2021 |ReguTar v I3 | [-- zelect -- v | [-- select -- v ]
[03/z5/z001 | [Regular v B ] [~ =elect - v | [-= select -- 2l ]
[03/26/202L__|ij [0y OFF 2 A i 2 e 7
[03727/z021 | [Day OFF 2 [ ] [=select = v | [-= saTect -- ~ |
03,/28/2021 ReguTar et s | -- select -- v | | [-- =elect —- |
0325 /2021 Regular v g | [-= select —- 2l | [-= select -- v ]

[o3/30/2021 | [[Regular v & |- zelect —- | | [—= select -- ]| ]




Example 4: Report Absences

Department: [Financial Services-Comptroller Division: [D7v Finarce and Flarming B3
Employee Name: Employes Name Employee ID: [oo00000072 |
Maonth of Timecard: [March w] [0 w Empl Record # 0 |
Today's Date: [11/01/2021 | Tim d App :Robert Jores |
Date Tima Rennrtine Fade Amnunt I azwa Tuned Amanuntd Leave Type2 W
[p3/01/2021 | [Reguiar | s [ Sick w3 - setect -- v
[0370172081 | [-- select -- v [ [Sick ~ 5 [} [-= =s=Tect -- ] ]
[03/03/2021 | [[-- select —- w| [ | [sick v & [ select — v ]
03/0/2021 TRegular v B [ select -- vl | [ select - | |
[o3/05/2021 | [[Regular | 5 [-- zelect —- bl || [-- select —- w |
[p3/06/2021 | [Day OFF ] [ [-= seTect - v | | [-= select -- v
W‘ IDayUFF—v| ’7 -- zelect -- w -- selact -- hd
RN | e =l B : e v:: : : A v:: : - Enter Absence Name from Leave Type and
|03,f0“_'<,-"2{}21 | {Regular w | |B | —— select -- w || | | -- =select -- v|| |
] e " — = T S | number of hours taken off from work.
[31172021 | |[Regular | B [ sefect - ~ | [=select — vl
[oz12/z021 | [ReguTar | B [-- select -- w || | [-= select -- vl |
. .
|CEEVET0 | LA a—" | eelect | T 2 — - In this scenario employee worked 5 hours and
0374272021 | [Day oFf W [-—= select -- w [ | [-= select —- v
j03/15/2021 | [[Regular w | | [-- zelect -- w | | [ select —- v ] tﬂﬂk 3 hﬂurs ﬂf SiCk LEHVE on thE same da'f,
[oz/16/2021 | [ReguTar w | B [—— select -- w || [ — =eleck —— w | |
N3 7/2021 Regular ~ B [-= =rTert —- w || | [== =select — v 3;112021'
03./18/2021 Regular w s [—- zelect - w | [ _select -- |
[ozAas/2021 | ([Heliday Taken w [E ][ seTect -- Ll JP[=—_s=Tect —- ~ | J
.
CHEET R L — [ - setect - v [ select — v - Employee also reported Sick Leave, full days,
03/21/2021 Day Off 2 [-= select -- | [-= select -- ]
A | T <l B B =l : e =l | over the next two days.
[03/23/2021 | [Regular V] B [ sefect —- v | | [-- ==lect —- v |
03/24/2021 Regular v [s [ select -- v | |——-se'|e;t = v
[03/25 2021 Regular ~ s [-= zelect -- v || [-- seTect - Eall ]
[03/z/z021 | [Regular v B [ setecE -- v | [== s=Tect -- 2l |
[05/2772021 | [[Day off v [ [ setect — v [== salact — vl
[03/24/2021 | [Day OFF el [ [-= zalect -- 2l | [-= seTect -- v |
03/28/2021 ReguTar v [g [-- zelect -- Cal || [-- select -- v
03/30/202L Regular v B [-= szelect -- ] | [-= =selsct -- ] ]

[p3/31/z021 | [Regular i & | - select -- w || | [== select -- w]| ]




Comments and Initials

T e ———————v T SETET ==V [==TerT 1T T I ! I

[~ select - v | [-- select -- v] [-- select -- | |-- select - ~ | | I |

[-=select -- v| [-- select -- +] [-- select - +| [-- select -- ~|] ] I ]
Optional | Employee Comments Initials

q = |® Once reporting entries are
O3] [l
o completed scroll to the bottom of
the page:

Supervisor Comments

Your Name

Employee Name (Print)

1. Fill comment section if needed.

Adopt Your Initials 10,/28,/2021

Gonfirm your name, initials, and signature. ure Date

e 2. Click the Initial field to create
your initials and review signature.

SELECT STYLE DRAW UPLOAD (Print)

PREVIEW Ghange Style

Cmsww C 3. Click "Adopt and Initial” to

52A3BBDC293B45F .

.
By sslecting Adopt and Initial, | agree that the signature and initials will be the electronic representation of my signature and initials for all purposes when | {or c D n t I n u E L
my agent) use them on documents, including legally binding contracts - just the same as & psn-and-paper signature or initial.

ADOPT AND INITIAL CANCEL




Sign and Finish

Select the sign field to create and add your signature. FINISH FINISH LATER OTHER ACTIONS v

[-- select -- v] [-- select -- v [=="seTect == v |-- select -- > ] [ ] [

Employee Comments Initials

(3
| certify that the time hereon is true and ct
and that work time and absence is in acco

1. Select "Sign" to apply signature:

Supervisor Comments

2. Click "Finish" to complete the
Employee Name (Print) p rDcE 5 5 \

(= %
Payroll Use Only:

- After you click "Finish," supervisor

Date Entered: Employee Signature
Entered by will receive an email from DocuSign
with a link to review and submit
supervisor Name (Print) electronic signature.

Supervisor Signature
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Congratulations!
You have successfully completed this topic.
End of Procedure.
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