Web Time Entry

Cliff Notes for Supervisors / Timecard Approvers

Steps for Reviewing / Approving your Employees’ Timecards
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 Supervisor Timecard Review and Approval” responsibility

a. If you do not have EiS Supervisor Timecard Review And Approval, please send an email to the Office of Human Resources at oracle-HRrecords@utpa.edu
i. Please include your full name and the full names of the employees you are supervising.

ii. Please copy the Project Manager - Michael Outhabong  mouthabong@utpa.edu regarding this email.

b. If you have requested this responsibility through OHR and your request has been processed, please send an email to oracle-payroll@utpa.edu.

3. Once there, you will see a screen with “Waiting Timecards”
a. All timecards submitted for approval will be listed under this tab.
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To review a Waiting Timecard click on “View Details” paper icon located at the end of the row. 

5. After clicking on the paper icon, you will see a breakdown of all time entered by your employee for the month, along with any comments they may have entered. 

a. You will also see any warnings (i.e. holidays worked) that may need to be validated.

6. After reviewing the time entered, scroll down to the end of the screen.  There are three options

a. Approve – No errors or discrepancies were found, ready for submittal

b. Back – You are not ready to take any action. Return to previous screen.

c. Reject – You are required to enter a reason for rejection.
i. If rejecting, please make sure your pop-up blocker is temporarily turned off.  You will not receive the comment box if your pop-up blocker is on.

7. Once you have chosen approve or reject, a new window will be displayed advising you the timecard has been successfully approved or rejected.

Other Tabs

1. All Timecards – allows you to search for all your employees’ timecards by status, date, and employee name.
2. Delegate – allows you to delegate your timecard approver responsibility to another employee within your department as long as they have the same or higher position.  You must set the delegate option for specific dates.  Note:  You are not required to delegate if you will not be in the office.  Web Time Entry is accessible from any computer with Internet connection.  
3. Vacation/Sick Leave Balances – Not accessible for salaried employees, you are only able to approve your hourly employees’ timecards.  This option will not be populated with current information.
4. Other Leave– Not accessible for salaried employees, you are only able to view your hourly employees’ compensation time balances if any.  
5. Absence History - Not accessible for salaried employees, you are only able to view your hourly employees’ time taken for compensation if any.  
URGENT:  The due date deadline will not change.  
Hourly time records are due on the 1st working day of every month.  
