Western Connecticut State University

Time Processing System (TPS)
Instructions for University Assistants
& Student Employees



Topic

What is the Time Processing System (TPS)
Logging into the TPS

Creating a New Timesheet for the Pay Period
TPS Main Menu

Submitted Timesheets

Logging out of TPS

TPS Documentation and Website Link

Questions

10

10



What is the Time Processing System (TPS)?

The Time Processing System (TPS) is a web-based, time approval system that will
allow University Assistants/Student Employees the ability to submit their hours
worked electronically to their supervisor. Basically, during a pay period a University
Assistant/Student Employee will enter their hours worked into TPS and at the end of
the pay period will submit them. Once submitted the system will send an e-mail to the
UniversithSiAsde st apEnafy Bigenisorewhs will then either
accept or reject the hours. Once the hours have been accepted they will automatically
be entered into the payroll system (Core-CT) and paid to the University
Assistant/Student Employee during the appropriate check date. The supervisor, or
their alternate, must approvetheUni ver si t Vv SAsudiesntta reEtmpd oy ee b s
hours in the TPS by noon on the Monday following the last day of the pay period.
Failure to do so will result in the University Assistant/Student Employee not

being paid.

Logging into the TPS

TPS is accessed by launching Internet Explorer and by going to the following website
address:

http://csutpsl.so.ct.edu/wcsu/tpsdoitrl.nsf

Once you go to this website you will receive the following login screen:

< Connecticut State University System - Login - Microsoft Internet Explorer provided by WCSU

File Edit Wiew Favorites Tools Help
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Back Stop Refresh Home: Search Favorit tes Hiskory Mail Print
address | ] http:fesutps2 sa.ct edufwesultpsdaitrl sk

Connecticut State University System
C- S U Login
SYSTEM

Please enter your Username and Password below

‘ Username

‘ Password

At this login screen enter your username and password. Prior to your first login to TPS
you will receive an e-mail message from the TPS Administrator containing your TPS
username and password. Below is an example of this message



@ CSU TPS information - Lotus Notes

File Edit Yiew Create Actions Help
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[#2 Wetcome: [ & Fred Cratty - Calerdar 3¢ 2} Fred Cratty - Inbos. . | 398 MainPage2. . < | BB WCSU TPS - Documentst 1... |
[ MNew Memao ] [ Reply '][RemyTn All V] [ Forward '] [ Follow Up V] [ Folder V][Cnpy Into Mew V] [E

g8 TPS To |oratyf@wosu edu
Sent by: Fred Cratty o
/ 08282006 08:38 Ad bee

Subject |CSU TPS information

gecgapd

Anaccount has been created foryou to utilize the Time Processing System (TPS)

“rouruser name and password are listed helow. Please be awars that these are both case sensitive
“OUr userharme is: jonesjo

“rour password is: 6T4GU4

Taolog in, please use the following url
hitp://csutgs2 so.ct edupwesupsdoitrl nsf

“Youwill be prompted to change your password upon log in

Thank You,

Yoo al

The first time that you log into TPS with them, you will be prompted to change your

password. Your new password must be 7 to 10 characters in length. It can contain

combinations of letters and numbers, but cannot contain spaces. Passwords are also case

sensitive. After changing your password you will receive a “Password
confirmation message.

Click on the word “here” to go to the TPS
TPS home page looks like:

23 Main Menu - Microsoft Internet Explorer provided by WCSU r._”'i‘gl
File Edit ‘View Favorites Tools  Help f,’
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Back Stop Refresh Home Search  Faworites  History Hail Print Edit Discuss  Research  Messenger
Address @] it ffesutps2.so.ct edufwesuftpseatrl nsF{Web . 20MainFrame?OpenFrameSet v|Be ks
It is very important that you log out of this session when you are done. To do =0, you must close this window
C S U completely by clicking on the [%] at the top right hand side of the computer screen, Please note that switching to
another web page DOES NOT log you out,

Main Menu
IMew Time Sheet
Mew Tirne Sheet
All Documents for Lara Volpe
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No documents found
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Creating a New Time Sheet for the Pay Period

Go to the TPS home page

e Under “Main Menu” click on the “New Ti me

the “New Time Sheet” option at the
the same thing
e You will now be at the following screen:

2 Time Sheet - Microsoft Internet Explorer, provided by WCSU
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CSU Time Sheet
C|S|U
TPS

It is wery important that you log out of this session when you are done, To do 50, you must close this window completely by clicking on the [¥] at
the top right hand side of the computer screen. Please note that switching to another web page DOES NOT log you out,

1. Select or enter a valid "End” date. { The "Start” date is automatically calculated)
2. Select or enter a valid employee name
3. Click Continue

End Date: 08/03/2008 »

Name: Lara Wolpe

Exit to Main Menu Continue

Select the pay period end date for the time sheet you are processing

At the Name box click the down arrow. This will only display your name.
Select your name

Click on the “Continue” button

You will now be brought to the following screen

At the End Date box click on the down arrow. This will display pay period end dates.
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-2 Time Sheet - Microsoft Internet Explorer provided by WCSU
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Address ‘éj hitp:/fcsutps2. 50, ct. edufwesu/tpsdoitr 1 .nsf {be08dSe90815e 7385257 16f 005929577 OpenForméSeq=1 V‘ Go | Links *
&
EI Save as Draft ET Subrit B Delete Thiz Time Sheet
CSU Time Sheet
It is very impartant that you log aut of this session when you are done. To do 50, you must close this window campletely by clicking on the [x] at
the top right hand side of the computer screen, Please note that switching to another web page DOES NOT log you out,
From 07/21/2006 to 02/03/2006
This Document is a Draft =
Employes Name: Lara Volpe/WCST/CSUSO, Employee Number 866347
Created on: 08/22/2006 by: Lara Volpe
Cusrent Signoff Fred Cratty - Altsrates: Fred Cratty
ActionLog:
Initialized on 2/28/2006 at 11.21:54 AM by Lara Volpe on the Web
TIME SHEET
Houly Rate: $12.00
Fill in Hour Changes as Required - Click "Save as Draft” , "Submit” or "Delete This Time Sheet” when completed.
Day of Total 2
&] Done  Internet

2 Time Sheet - Microsoft Internet Explorer provided by WCSU

File Edt View Favorites Tools Help
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Day of

Week Date Hours Code

FRI U721 [pop | REG v

SAT U2 |gm | [REG v

SUN 0723 oo | [REG v

MON 24 |gpg | [REG v

TUE 925 [og0 | |REG v

WED 0726 0.00 REG v

THU 927 |poo | [REG v

FRI 02 [pop | |REG v

SAT U oo | [REG v

SUN 0770 |gg0 | [REG v

MON U1 |gag | [REG v

TUE ®0  [og | [REG v

WED %01 [gag | [REG v

THU 08m3 0.00 REG v

Comments:

You wil not be able to madify this timesheet after you submit it, please make sure it is complete for the entire pay period before choosing this

option,

[ SaveasDratt [ SubmitiorApproval ][ Delete This Time Shest | |

v

Elooe @ et

This screen displays the 14 days of the pay period in which you are currently working in.
Notice at the top of the screen that your name is displayed along with the starting and
ending dates of the pay period. Then you can see each day of the pay period is listed
along with the date.

e For each day that you worked during
that date.

e Blank out the zero and type in the hoursthat youworked. Hi t t he A Tab
entering the hours for each day.




For partial hours use the following:

e .25 =15 minutes
e .50 =30 minutes
.75 = 45 minutes

*The TPS will not allow you to enter more than 38 hours per pay period for
University Assistants or 40 hours per pay period (80 when classes are not in
session) for Student Employees. These maximum amount of hours are in
accordance with Board of Trustees Resolutions.

*Please remember to only enter hours on the days that you worked. If you try to
enter any hours on days that you did not work it will only delay the approval
process from your supervisor, thus possibly delaying you getting your pay check
on time.

After you have entered all of your hours worked checkthe® Tot a | Hour s at t
bottom right hand side of the screen. Make sure that this total agrees with the total

hours that you worked during the pay period. If it does not double check the hours

that you entered on each day and make any necessary corrections.

In the Comments box enter any comments that you would like to make to your

supervisor regarding the hours that you worked.

Cl i ck on forlAgprovalS u b mmiNdteolfiyou would like to enter your

hours worked each day worked during the pay period follow the above procedure,

exceptd o nhditt t h efor Apfravdd™mibtut t on unti |l the end of
You can click on the “Save as Draft” butto
have reached the end of the pay period. Remember, the supervisor, or their

alternate, must approve your hours in the TPS by noon on the Monday

following the last day of the pay period. Failure to do so will result in you not

being paid. This means that you should submit your hours to your supervisor

via the TPS no later than the Friday following the end of the pay period. If

you would like to delete your time sheet and startovercli ck on “ Del et e Thi s
Sheet” button.

Once you have processed your time sheet, you will receive a verification screen. If
you cl i ckefdrAgpmoval® Suybwmi tveri fi ckditethon screen wi
following:



| http:/fcsutps2.so.ct.edubwcsultpsdoitr1. nsffWork/4E5324936055B753852571D800554FDC?0pe nDocumen
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Thank you Lara Volpe, this document has been Submitted as requested.

Submitted on 8/28/2006 at 11:31:49 AM by Lara Volpe on the Web
E-Mail sent to Fred Cratty requesting approval.

Return to the Main Menu

cked on ®“Save as Draft” your verif
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Address ‘@ http:/fcsutps2, so.ck. edufwcsuftpsdoity 1 nsf{Draftyerify-frm?OpenForm

s . 7 : *
TPS Save Verification
It is very important that you log out of this session when you are done. To do so, you must close this window completely by clicking on the [X] at
the top right hand side of the computer screen. Please note that switching to another web page DOES NOT log you out.

Thank you Lara Volpe, your Time Sheet draft has been saved as requested.

Return to the Main Menu




TPS Main Menu

Af ter you have focAppravdt’e do ro nS a“vSu bamsi tDr af t” f or
you can view the status. To do so go to the TPS home page (Main Menu). Below is an
example of what this will look like.

72 Main Menu - Microsoft Internet Explorer provided by WCSU

Fis Edt Wew Favortes Tools Help "
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Back Stap Refresh Hame: Search Favorites History Mail Frint Edit Discuss Ressarch  Messenger
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It is very important that you log out of this session when you are done. To do so, you must close this window

C S U completely by clicking on the [¥] at the top right hand side of the computer screen. Please note that switching to
another weh page DOES NOT log you out.

Main Menu

Wew Time Sheet

New Time Sheet
All Documents for Lara Volpe
25U Heln Type Beg.Date Code Hours On Call Hours Status  Sent to Core
Time Sheet 07/21/2006 24 Pending Mo

Notice that undeaaVolgel | aDobcummet shéetrs that vy
processed will appear. On each line it will display the beginning date of the pay period

along with the total number of hours that you submitted to your supervisor and the status.

I f the status says “Draft” this means that vy
your supervisor for the pay period. Once you have submitted your hours to your
supervisor the status wil/ read “Pendin
your hours worked for the pay period th

g.”
e St a

Submitted Time Sheets

Once you submit your time sheets to your supervisor, they will automatically receive an
e-mail informing them that your time sheet is ready for their approval. This automatic e-
mail notification is only sent to your primary supervisor, alternate supervisors are not
automatically sent this e-mail notification. If there are any changes that need to be made
to your time sheet, your supervisor will make the necessary changes and you will receive
an e-mail notifying you of the changes that were made.

Loqgqging out of TPS

To log out of TPS, you must close your web browser window. It is very important that
you close out of the web browser when you are done using TPS because navigating to
another web site does not log you out of the system.



TPS Documentation and Website Link

All information regarding the TPS, including a direct website link to log into the TPS, is
located at the below website address:

http://www.wcsu.edu/hr/procedures/tps.asp

Questions

If you have any questions or concerns regarding using the TPS please feel free to contact
Mr. Fred Cratty, Director of Employee Relations. Mr. Cratty is located on the first floor
of University Hall in the Human Resources Department. His e-mail address is
Crattyf@wcsu.edu and his work phone number is 203-837-8665 and his work cell phone
number is 203-739-9215.
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