IMPORTANT NOTICE

Oracle Web Time Entry has arrived for all Waged UTPA employees

(Direct Wage and Work Study)

We are happy to announce the rollout of the Web Time Entry program for hourly employees.  The rollout has been made possible by a collaboration between the Payroll Office, Information Technology and the Office of Human Resources.  With the Web Time Entry program, bubbling green timecards will no longer be necessary, and time calculations will be done automatically.
SCANTRON FORMS NO LONGER VALID, effective March 1, 2007
No more green (waged) scantron forms for time worked in the month of March 2007.  Time worked for waged employees will now be recorded using Oracle Web Time Entry, effective March 1, 2007.   The first submittal to payroll will be due April 2, 2007.   NOTE: Any waged timecards that have not been submitted to payroll for time worked prior to March 1 will continue to be processed via green scantron forms.

March 1 rollout of Oracle Time Entry DOES NOT include Staff and Faculty.  They will continue to fill out Blue or Orange scantron forms.  Current  pilot program participants will continue using Oracle Web Time Entry.

ACCESSING ORACLE WEB TIME ENTRY
Where to start?  

FIRST:  Log in to Oracle via http://www.utpa.edu/oracle24-7/
Every employee has been issued a Username to access Oracle Self Service.  You will use the same Username to access Oracle Web Time Entry.  Don’t know or don’t remember your Username?  Contact the UTPA Helpdesk or helpdesk@utpa.edu.

· Waged employees should see an additional item in their Oracle menu: EiS Self Service Time

· Approvers/Supervisors should see an additional item in their Oracle menu: EiS Supervisor Timecard Review and Approval  NOTE: Approvers/Supervisor will not have EiS Self Service Time responsibility, unless they are currently participating in initial Web Time Entry pilot program.

SECOND:          Access http://www.utpa.edu/oracle24-7/time_entry.htm
Two sources are available from list below –

B) WTE Departmental Trainers

· Contact the trainer that has been designated for your department.

· The individuals listed attended training sessions specifically to be able to help you should you experience difficulty in accessing the Oracle Web Time Entry product.  

· This list can be accessed through the Oracle 24-7 website 

· Click on the Web Time Entry link located in the upper left hand corner box

· On the Web Time Entry page, click on WTE Departmental Trainers 

· This is your first line of contact if you experience difficulty in creating a timecard.

· This will be the first line of contact for those approvers/supervisors who experience difficulty in approving timecards.

A) Training Manuals

· FOR WAGED EMPLOYEES: Click on “Time Entry Training Manual –Waged”.  This document details

· how to log in

· describes the screens that you will be accessing

· how to create your timecard

· how to resubmit your timecard if your supervisor rejects it

· describes the timecard Approval workflow

· FOR SUPERVISORS:  Click on “Time Entry Training Manual - Supervisors”.  This document details

· How to log in to approve submitted timecards.  

· Describes the screens that you will be accessing)

The Web Time Entry program is designed to help you submit your timecard easily and efficiently.  If you have any questions regarding the Web Time Entry program, we encourage you to contact your departmental trainer.  

Sincerely,

Celina A. Gilpatrick

Information Technology

