Web Time Entry
Cliff Notes for Hourly Employees

Steps for Creating a Timecard
1. Log into Oracle using your Oracle login information 
a. If you do not have log in information, please contact your departmental trainer.
b. Or the Help Desk at (956)381-2020 or via email at helpdesk@utpa.edu. 
2. Click on “EiS Self Service Time” responsibility

3. Click on the drop box, and choose the appropriate assignment and wait for page to load.
a. If you are a work study, your assignment should begin with a W

b. If you are a direct wage, your assignment should begin with a D

4. Click on “Create a Card”

5. Ensure correct month / dates are shown. Note:  Please contact your trainer if correct dates are not shown.
6. Start entering time

a. Always indicate AM / PM

b. Calculations are done automatically
c. You can enter exact minutes.
7. Two options: Save / Review
a. “Save for Later” allows you to come back to timecard, and all information will be saved for next time entry

b. “Review card” allows you to review your timecard before submitting.  You must review before submitting, as the submit button is on the review page.  If there are any warnings (i.e. working on holidays) you will be required to certify that holidays were worked.  If there are no warnings, you will only certify that all time entered and information is correct.  

8. After submitting your timecard for approval, a new screen will let you know that your timecard has been submitted to your approver.
9. We encourage you to email / notify your timecard approver / supervisor that your timecard has been submitted.  
10. Deadline for timecard submittal will not change.  All timecards must be submitted by the first working day of the month.

11. Once approved, you will see a change of status.  If rejected, your timecard approver will provide a comment explaining why corrections are needed. 
Please correct and resubmit as soon as possible.  
Other Tabs

1. Timecard Search – allows you to search all your timecards.

2. Templates – is temporarily unavailable for use at this time.
3. Preferences – allows you to choose how many timecards you want displayed on the Timecard tab.

4. Other Leave / Absence History – only with the rare exception of compensation time.












