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How to Access Overtime Request

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.

et 1 i L -
UNIVERSITY OF NORTH TEXAS AT DALLAS dministration 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.

:©

Recent Places

My Favorites

MNavigator

1|Page




Office of Finance

End User — Overtime Request_Employee Use

Step 4 Select “Self Service”.
Self Service 5
Mawvigator
Step 5 Select “Time Reporting”.
2t€p 5 P g NavBar: Navigator O
o Self Service *
T Er Employee State Senvice Data >
| Time Reporting >
My Favorites Personal Information >
E Payroll and Compensation b
Havigator HR. Employment Off-Boarding 3
Step 6 Select “Report Time”. R — o
nn Time Reporting Y
Recent Places Beposiie ’
View Time >
My Favorites
Navigator
Step 7 Select “Overtime Request”.
NavBar: Navigator ]
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Step 8 Review previous requests or
Add a new request. e a—— Overtime Requests

Overtime Requests

{Actions~ |
View Options @

Month | 05 - May = Year | 2021 ~ View Requests

[ View All Requests

o Overtime Reouests found, Select Add Request to submit a request for approval.

Add Request

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




