Office of Finance

End User — How to Access Classic View of Timesheet
Employee and Manager Use

How to Access Classic View of Timesheet from Employee Self Service

Step 1 | Loginto your
employee portal
(MyUNTSystem.edu)

Employee
Self Service

EUID

Password

Can't sign in? Clear your web browser
cache or open a private browsing session.
Check your EUID and password, or
complete a service request for assistance.

== d e

i .
UNT DALLAS

UNIVERSITY OF NORTH TEXAS AT DALLAS Administration Service intermissions occur on Tuesday

and Thursday from 7:00 to 9:30 pm and
Saturday from 7:00 pm until noon on
sunday.

Step 2 | Once logged into the
portal, select the
compass icon located
in to the top right
side of the page.

Step 3 | Select the

. . NavBar £F
“Navigator” icon.

:0

Recent Places

My Favorites

MNavigator
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Step 4 Select “Self Service”.
E Self Senice 3
MNawigator
Step 5 Select “Time Reporting”.
2t€p 5 P g NavBar: Navigator o ]
- Self Service Y
e Employee State Service Data >
| Time Reporting >
My Favorites Personal Information >
E Payroll and Compensation b
Havigator HR. Employment Off-Boarding 3
Step 6 Select “Report Time”. P — o
nn Time Reporting 3
Recent Places Hepoiine: ’
View Time >
My Favorites
Navigator
Step 7 Select “Timesheet”.
NavBar: Navigator 3
o Report Time T
Recent Places Timesheet
QOvertime Requests
Ny Favorites Desk Punch
Navigator
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Step 8 Review Timesheet
information as needed. P — Timesheet

Timesheet

Actions~

Select Another Timesheet

*View By § Week = Previous Week Next Week

“Date  05/23/2021

Reported Hours 0.0 Print Timesheet

If you have any questions or issues, please contact timeandlabor@untsystem.edu.
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How Access Classic View of Timesheet from Manager Self Service:

Step 1 Log into your employee portal LUNT SysTEM

(MyUNTSystem.edu) Employee

° Self Service

NT SYSTEM'
Administration

Step 2 Once logged into the portal,

select the compass icon

located in to the top right side

of the page.

s
Step 3 Select the “Navigator” icon.
P & NavBar &F
:0
Recent Places
My Favorites
Mavigator
Step 4 e Select “Manager Self
Service”.
E Self Service >
Navigator ]
Manager Self Service >
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Step 5 e Select “Time Reporting”.
NavBar: Navigator
iy <2 Manager Self Service [
Recenﬁces | Time Management >
Job and Personal Information >
My Favorites Compensation and Stock >
E HR Employment Off-Boarding >
Navigator Learning and Development >
Step 6 Select “Report Time”. B — o
- <z | Time Management *
Recent(zces Manage Schedules >
Approve Time and Exceptions >
My Favorites \ Report Time >
g View Time >
Navigator Time and Labor WorkCenter
Step 7 Select “Timesheet”.
NavBar: Navigator o ]
g 4= | Report Time Y
)
Rear Bl Timesheet
Mass Time
My Favorites
=
Navigator
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Step 8 Enter Supervisor ID and Report Time
Position number. Timesheet Summary
¥ Employee Selection

SE|eCt ”G et Em p|0yee5". Employee Selection Criteria 0 Get Employees

Selection Criterion Selection Criterion Value Clear Criteria

Clear Criteria
Time Reporter Group Q
Employee ID Q
Empl Record Q
Last Name Q
First Name Q
Job Code Q
Job Description Q
Department Q
Supervisor ID Q
o Reports To Position Number Q
Workgroup Q

»

Step 9 Select the employee in which
you need to pr‘int timesheet LastName First Name Employee ID Reanpl Job Title e R ursso b sciediicd Exception Avproved or Denied Hours

Hours  Approved

Submitted
fo r . 00 00 00 00 00
00 00 00 00 00
00 00 00 00 00
Step 10 Review Timesheet information i
Timesheet
as needed.
Actions~
Select Another Timesheet
*View By | Week ™ Previous Week  Next Week
“Date  05/23/2021 K4 Next Employee
Reported Hours 0.0 Print Timesheet

If you have any questions or issues, please contact timeandlabor@untsystem.edu.




