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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 

University Assistant’s/Student Employee’s primary supervisor, who 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 approve the University Assistantôs/Student Employeeôs 

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://csutps1.so.ct.edu/wcsu/tpsdoitr1.nsf 

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

 

    
 

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 
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 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 Changed” 

confirmation message.   

 

Click on the word “here” to go to the TPS home page.  Below is a screen shot of what the 

TPS home page looks like: 
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Creating a New Time Sheet for the Pay Period 

 

 Go to the TPS home page 

 Under “Main Menu” click on the “New Time Sheet” option.  You can also click on 
the “New Time Sheet” option at the middle of the screen.  Both will allow you to do 

the same thing 

 You will now be at the following screen: 

 

 

 
 

 

 At the End Date box click on the down arrow.  This will display pay period end dates.   

 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 
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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. 

 

 For each day that you worked during the pay period go to the “Hours” box next to 
that date. 

 Blank out the zero and type in the hours that you worked.  Hit the ñTabò key after 

entering the hours for each day.  
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  For partial hours use the following:  

 

 .25 = 15 minutes 

 .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 check the “Total Hours” at the 

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. 

 Click on the “Submit for Approval” button.  Note: If you would like to enter your 

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

except donôt hit the “Submit for Approval” button until the end of the pay period.  

You can click on the “Save as Draft” button and keep doing so each day until you 

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 start over click on “Delete This Time 

Sheet” button. 

 

Once you have processed your time sheet, you will receive a verification screen.  If 

you clicked on “Submit for Approval” your verification screen will look like the 

following: 
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If you clicked on “Save as Draft” your verification screen will look like the following: 

 

 
    If  If you 
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TPS Main Menu 

 

After you have clicked on “Submit for Approval” or Save as Draft” for your time sheet 

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. 

 

 
 

Notice that under “All Documents for Lara Volpe” all time sheets that you have 

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.  

If the status says “Draft” this means that you have not yet submitted your time sheet to 

your supervisor for the pay period.  Once you have submitted your hours to your 

supervisor the status will read “Pending.”  Lastly, once your supervisor has approved 

your hours worked for the pay period the status will read “Approved.”  

 

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. 

 

Logging 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. 
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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. 

mailto:Crattyf@wcsu.edu

