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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 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 then 

submit them.  Once submitted the system will send an e-mail to the University 

Assistantôs/Student Employeeôs 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 ñPassword Changedò 

confirmation message.   

 

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

TPS home page looks like: 
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Procedure Once a University Assistant/Student Employee Submits Their Hours 

Worked 

 

Anytime during a pay period a University Assistant/Student Employee can submit their 

hours worked into the TPS.  Once they submit their hours you, the primary supervisor, 

will receive an e-mail like the one below. 

 

 
 

This e-mail message will tell you in the subject line that you have a time sheet for your 

University Assistant/Student Employee awaiting your approval.  At the bottom of the 

message is a website address.   

 Click on the website address to view your University Assistantôs/Student 

Employeesôs time sheet.  At this time you will be brought to the TPS login page.   

 Enter your user name and password and click on ñLoginò. 

 At this point you will be brought directly to that time sheet.  Below is a screen print 

of what this will look like. 
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At the top of the screen you will see the dates of the pay period.  On the above screen 

print they are 08/18/06 to 08/31/06.  Below that you will see the Employee Name and the 

date that the University Assistant/Student Employee submitted this time sheet.  If you 

continue to scroll down it will list the 14 days of the pay period (starting on a Friday and 

ending on a Thursday).  Next to the days of the week it will list the date, hours the 

University Assistant/Student Employee worked, and a total hours column.  If you scroll 

to the bottom of the page you will see the following three buttons: ñApproveò, ñReturn 

and Notifyò, and ñCancelò 
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Approving a Time Sheet 

 

If you agree with the hours worked that the University Assistant/Student Employee 

submitted all you have to do is to click the ñApproveò button.  You will then receive a 

message that the document has been approved as requested.  At this point an e-mail 

message will be sent to your University Assistant/Student Employee stating that you 

approved their hours.   

 

Editing a Time Sheet 

 

If you do not agree with the hours submitted on the time sheet click on the ñReturn and 

Notifyò button.  A comment box will then appear on the screen.  Enter your comments 

like the below screen print and click on ñOKò. 

 

 
 

At this point an e-mail message will be sent to your University Assistant/Student 

Employee informing them of your comments.  After clicking ñOKò on the comment box 

you will be brought to the below screen. 

 

 
 

 

 Click on ñAll Docs by Employeeò 
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 This will bring you to the below screen.  You will only be able to see the names of 

University Assistants/Student Employees that you are authorized to approve time 

sheets for. 

 

 
 

 

 Click the arrow next to the University Assistant/Student Employee that you would 

like to edit their time sheet 

 Then click on the time sheet that you would like to edit.  The date listed will be the 

beginning date of the time sheet. 

 This will bring you to the time sheet 

 

 
 

 Find the hours box next to the date that you would like to modify 

 Blank out the incorrect hours and type in the correct ones 

 Go to the bottom of the screen and click on ñSubmit for Approvalò 


