From: Celina Gilpatrick 
Sent: Thursday, February 15, 2007 4:54 PM
To: 'WTETRAINERS@LISTSERV.UTPA.EDU'
Cc: Michael Outhabong; Leticia Lizarraga; Sandra Mendez; Janet Beeber
Subject: Web Time Entry Training Schedule
Good afternoon,

Thank you for participating with the Web Time Entry program as a departmental trainer.  Training schedules have been announced and are scheduled to begin Monday, February 19, 2007 and continue through Wednesday, February 28, 2007 in the Academic Services Building.  Below you will be able to review training times and locations.
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ASB 2.148
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Morning Sessions

09:00 AM to 10:00 AM
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02:00 PM to 03:00 PM
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Web Time Entry
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ASB 2.148

03:30 PM to 04:30 PM

Course

Web Time Entry

Location

ASB 2.148

Content:

1) How to enter time efor hourly employees.

2) How to approve time for hourly employees.

Web Time Entry Train-The-Trainer Schedule


You can register for classes through the IT Self Service Training website located at http://training.panam.edu/.  Registration will remain open until classes are full.

To register for classes, please read the following directions:

Step 1           Go to http://training.panam.edu/.

Step 2           Click on Register for Classes located on the menu on the left 

hand side of your screen.

Step 3           Click on Log In which is a small button on the upper left hand 

corner of your screen.  Please use the login used when logging into your office computer.

Step 4
Please review the courses listed, and selected Web Time Entry at the time that is most convenient for you.  You can select a class by clicking on Register which is under the status column or if looking at a specific class in a different window, please select Enroll.

Step 5           If you have registered correctly your status will be shown as Enrolled.  You may now click on the Log out button located in the upper left hand corner of your screen.

You will be required to bring a printed out copy of the Web Time Entry program manual when you attend training.   The manual is currently being updated.  A link to the manual will be provided by tomorrow afternoon.

If you have any questions regarding registration, classes, or the Web Time Entry program, please feel free to contact me at ext 2013 or via email at cagomez@utpa.edu.

Thank you,

Celina A. Gilpatrick

Information Technology

(956)381-2013

cagomez@utpa.edu
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				Web Time Entry Train-The-Trainer Schedule

				Week 1		Monday		Tuesday		Wednesday		Thursday		Friday

				Time/Date		2/19/07		2/20/07		2/21/07		2/22/07		2/23/07

				Morning Sessions

				09:00 AM to 10:00 AM

				Course		Web Time Entry						Web Time Entry		Web Time Entry

				Location		ASB 2.148						ASB 2.148		ASB 2.148

				10:30 AM to 11:30 AM

				Course		Web Time Entry						Web Time Entry		Web Time Entry

				Location		ASB 2.148						ASB 2.148		ASB 2.148

				Afternoon Sessions

				02:00 PM to 03:00 PM

				Course						Web Time Entry

				Location						ASB 2.148

				03:30 PM to 04:30 PM

				Course						Web Time Entry

				Location						ASB 2.148

				Week 2		Monday		Tuesday		Wednesday

				Time/Date		2/26/07		2/27/07		2/28/07

				Morning Sessions

				09:00 AM to 10:00 AM

				Course				Web Time Entry

				Location				ASB 2.120

				10:30 AM to 11:30 AM

				Course				Web Time Entry

				Location				ASB 2.120

				Afternoon Sessions

				02:00 PM to 03:00 PM

				Course						Web Time Entry

				Location						ASB 2.148

				03:30 PM to 04:30 PM

				Course						Web Time Entry

				Location						ASB 2.148

				Content:

				1) How to enter time efor hourly employees.

				2) How to approve time for hourly employees.






