Manager Self Service-
Approve Salaried Non-Exempt Timecard




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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Approvals

From the Manager Self Service
page, click Approvals tile




o Note: Salaried nonexempt employees

Pending Approvals are now under Reported time approval
wary (e | 3] and not payable time approval
& w ()

Rapored Time Guantity for Appeoval 0 00 Hours Routad
Jara Dow 03012024 - 032972024 4152

4 Reassigned kom Ernesto Ramirez

|i| Absence Request ((
o e 12

Click on Reported Time
to locate pending approvals and click
on pending transaction




John Doe

. Click Approve >

|§| 21 line(s) are pending your approval
I‘ Reassigned from Margarita Ivie

Summary
Time Period 02/01/2024 - 02/29/2024
Quantity for Approval 168.00 Hours Quantity Scheduled 168.00 Hours
Quantity Submitted/ Approved 0.00 Hours Quantity Reported 168.00 Hours
Quantity Denied 0.00 Hours
View Legend

~ Reported Time Details

21 rows

Select Report Date Time Reporting Code Quantity for Approval Reported for Date | Scheduled for Date
02/01/2024 REG - Regular &.00 Hours .00 Hours / 8.00 Hours >
02022024 REG - Regular 8.00 Hours .00 Hours / 8.00 Hours 5
0210572024 REG - Regular 8.00 Hours 8.00 Hours / 8.00 Hours >
0210612024 REG - Regular 8.00 Hours 8.00 Hours / &.00 Hours >
0210772024 REG - Regular 8.00 Hours 8.00 Hours / 8.00 Hours »

02/08/2024 REG - Regular &.00 Hours .00 Hours / 8.00 Hours >




As per policy ADM 04-408, time records are
certifications of time worked and leave charged and as
such should be completed carefully and accurately.

Enter Approver comments as needed
and click Submit to complete approval

Approve

You are about to approve this request.

Approver Comments




Pending Approvals

b 2L £

You have approved the request.

&

0]

You have no pending approvals at this fime.

Approval Confirmation banner will briefly appear




Pending Approvals

Click on arrow back to continue
approving until all are completed

proved the request.
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To review timecard status and details,
go to Team Time and Attendance tile

under Manager Self Service
= |




Team Time and Attendance

£y Timesheet ~ | Enter Time

Asof Date |04/26/2024 ‘ Apply

Use filters to change the search criteria or Gef Employees to apply the default Manager Search Cptions.

Time Summary

¢f4 Leave / Comp Time Under Enter Time’
e Click on filter to
[ Manage Absences

search for employees

[ Cancel Absences

Multiple Absencas Approval
"= View Requests

£fs Absence Balances D
T Compensatory Time

- Overtime Requests

T Assign Work Schedule
T Manager Search Options

= Absence Balance Details




Filters

Employee ID ‘
Empl Record ‘
Last Name ‘
First Name ‘

Job Description ‘

Reports To Position ‘
Number

Workgroup ‘

Position Number ‘

Reports to position will
default to Supervisor’s

position, you can narrow
the search by adding
more filters if needed
and Click Done
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Team Time and Attendance

&, Timesheet

Enter Time

Time Summary

&t Leave/ Comp Time

T Payable Time Detail

() Manage Absences

ifh Cancel Absences
Multiple Absences Approval
"= View Requests

& Absence Balances

T Compensatory Time

T Overtime Requests

T Assign Work Schedule
- Manager Search Options

T Absence Balance Details

Enter Time

As of Date ‘[]#2&:'2[]24 ‘ Apply

) Hours to be Approved and Exception counts ara as of 04/26/2024.

Select Employee

E

Name/Title

Select employee from the list

to be Approved

5 rows
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h . A t - g 4
Team Time and Attendance Legend X
2, Timesheet A Enter Time B Time Detais
- ~ Employee Information B Saved
nter Time
Name John Doe FTE 1.000000 Man
©  Approved
Time Summary Empl ID 9920001111 Type Salaried Man
Fmnl Bed @ Fl SA Status Nonexemnt Mar ] Pending Approvals
4

©  Denied

CIiCk On @ icon to fue and and absence is in

- Pushed Back

r . t t 4 Exception Previous Next
eview Status -
b . {5 Saved Absence -
escriptions R
mess | ] Reported
Unappr
| ] Reported Under Schedule
s Absence Balances Save for Later Print Timesheet
I % Reported Over Schedule
i Compensatory Time
“Time Reporting Code / Time Details OFF Day ed @ AT @ 5Ei @ 6 Sat ® Tsun @ gMon  © 9Tee  © 10Wed © 1 Thu
i Overtime Requests Row Totals
Gof & Sofd Gofd Bof8 Gof & 0of0 0ofd Jofld gof8 ofd Sof8

i Assign Work Schedule

i Manager Search Options REG - Regular v| E 6800 B H L H H H - - = 800 | 800 |

B An icon will appear on each day

to reflect the time status.

f Absence Balance Details 3ICKS - Sick - Sa

Date Reported Status Total TRC Description Scheduled Work Hours

0470172024 Approved 8.00 REG Regular 8.00

0410212024 Apnroved 00 REG Reqular 800




Click on the Home Button to
return to the PeopleSoft
Homepage




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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