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What is the Time Processing System (TPS)?

The Time Processing System (TPS) is a\wabed, the approval system that will
allow University Assistantto submit their hours worked electronically to their
supervisor. Basically, during a pay periodmiversity AssistariStudent Employee
will enter their hours worked into TPS and at the end of #yeperiod willthen
submit them. Once submitted the system will send@awaiéto theUniversity

As si dtSarmutdéesnt pEMapysupeyvesar,vio will then either accept or
reject the hours. Once the hours have been accepted they will automb&catitered
into the payroll systerfCore CT) and paid to th&niversity AssistariStudent
Employeeduring the appropriate check datEhe supervisor, or their alternate,

must approvetheUni ver si t ¥V SAsdiestt a rhoudsd the/TE$S [y s
noon on the Monday following the last day of the pay period. Failure to do so will
result in the University AssistantStudent Employeenot being paid.

Loqgging 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:

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

File Edit \Wiew Favorites Tools  Help

Q .- © S y | P2 & e ™

Back Stop Refresh Home: Search Favorites Histary Mail Print

Address ] htkp: [ fesutpsz  so.cteduwesujtpsdoitrl nsf

C S Connecticut State University System
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 anail messagéom the TPS Administrator containing your TPS
username and password. Below is an example of this message



@B CSU TPS information - Lotus Notes

File Edit View Create Actions Help
O EHE- T ES8| B TIo o0 EE R
Address - | L= =Y

JQ Wwielcome: [@ Fred Cratty - Calendar < [@, Fred Cratty - Inbox... ¢ m MainPage2... > mW’ESU TPS - Documents 1. 3¢ |

[New Memo l [ Reply vHR&-pIyTU All '] [ Forward '] [ Delete ] [ Follow U '] [ Folder 'I[Cupy Into Meww '] [ Chat VIE

s TFS To |oratyf@wosu edu
Sent by: Fred Cratty RS
/ 08i28r2006 08:38 Abd boo

Subject |CSU TPS infarmation

fgcagald

An account has been created for wou to utilize the Time Processing System (TPS).

“Youruser name and password are listed below. Please be aware that these are both case sensitive
Yourusername is: jonesjo

Your password is: BT4GU4

Tologin, please use the following urd
httpficeutp: o ct edupwcsutpsdoitr] nst

Youwill be prompted to change vour password upon log in.
Thank vou

TPS Adrministrator

Leudogg

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 clasactlength. It can contain
combinations of letters and numbers, tahnot contain spaces. Passwords are also case

sensit

i ve. After changing your

confirmation message.

Click

password

on t he wo RS hdnfte pagee Below @& a gceeentshmt of what the
TPS home page looks like:

<N Main Menu - Microsoft Internet Explorer provided by WCSU

File  Edit  Wiew

Q -

Back

Favorites Tools Help

> [>] E) ) 2 Sle < 2" &

Stop Refresh Home Search Favorites Histary Mail Print

L7 [

Edit 1

Address |éj http: ffcsutps2.so. ok .edufwesuftpsdoitr 1 nsFweb®4 20MainFrame ?OpenFrameSet

Mew Tirme Sheet

Lesve Balances

CSU Help

It is wery important that you log out of this session when ywou are done. To do =so,
completely by clicking on the [X] at the top right hand side of the computer screes

another webh page DOES NWOT log you out,
1" P s

Main Menu

IMNew Time Sheet

Mew Time Reguest

All Documents for Frederic W Cratty

Supsruisory Brocessing No documents found

Feprocess Tirme Sheets

y ou



Anytime during a pay periodldniversity AssistariBtudent Employeean submit their
hours worked into the TPS. Once they submit their hours yoprithary supervisor,

Procedure Once dJniversity AssistantStudent EmployeeSubmits Their Hours

Worked

will receive an email like the one below.

@ The link below refers to a time document for_Lara Volpe for your review and approval.. - Lotus Notes

File Edit View Create Actions Help

This email message will tell you in the subject line that you have a time sheet for your
University AssistariStudent Emfoyeeawaiting your approval. At the bottom of the

&

==l Blc2c oLl #

Address MRS <1< 1o 4d

[ wielcome [ ) Fred Cratty - Calendar ¢ £} Fred Cratty - Inbox... > | B WESU TPS - Doou... > | Bl WESU TPS - Docu... ¢ 6% 05U T

[New Memu][Reply'”ReplyTu All '”Furward '] [FUHUW Up '][Fu\der'][CUpylmu New'] [TUU\S ']

Lara_¥olpeWCSUICSUS0.CSUSO To |CratyFEwesu.edu
<Lara_VYolpeM/CSUICEUS0.CSUSO@sysoff ct
stateu_edu>

08/28/2006 01:19 P

(=

beo

Subject [The link below refers to a tirme docurment for

20998 dcaald

If you are using & Notes client, please click on this doc link —-—-—o >
(Document link: Submitted Docwment)

If you are using a Uebh browser, you can do one of the following:

1. Open the TPS application to find the document.

Z. Click on the URL below to open the document in your browser.

3. Copy the UBL below and paste it into your browser address line. (copy
and paste one line at & time, with no spaces between the pasted lines)

http://esutps2 . so.ct.edu/wesu/tpsdoitrl. nef/Work/ 746032 64FE162CC1552571DE005F2712 P0pe

message is a website address.
Click on the website addresstoviewyaln i ver si t Atudergsi st ant 6s

Emp | o yimeshets At this time you witle broughto the TPS login page.

Enteryourusename and password and

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

of what this will look like.

ALogi



2 Time Sheet - Microsoft Internet Explorer provided by WCSU

File Edit Wew Favorites Tools Help i
" ~ 5 B P
< 7 E El i 7 P o 5 L7 o 3
Stop Refresh  Home Search  Favertes  History Wil Print Edit Discuss  Research  Messenger
Address | ] httpsffesutps2. so.ct.edufwesuftpsdoitr1.nsfWork|74603264FE 1620 C 185257 1DB00SF271 220penDocument v B ks

A

Back Exit to Main Menu

CSU TPS Time Sheet ‘
2

TP S

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 MOT log you out.

05/18/2006 to 02/31/2006
This Document is Pending Approval
Employes Name: Lara Volpe/WCSU/CSUSO, Employee Humber 866347
Created on: 02/22/2006 by: Lara Volpe
Current Signoft: Fred Cratty - Altemates: Fred Cratty

Action Log

Submitted on 2/28/2006 at 1:19:36 PM by Lara Volpe on the Weh
Initiatized on 8/28/2008 at 1:19:19 PM by Lara Yolpe on the Web

TIME SHEET
“Scroll Down" to Continue >>>>>>
Date Hours Code Total
FRI 0%z 0 000
SAT 0819 0o 000
SUN 0720 0o 000
MON 021 a0 000
TUE 08722 a0 000
WED 08723 0o 000
THU 0224 0o 000
FRI 0825 500 REG 500
SAT 08726 a0 000
SUN  0%/27 0 000
MON  02/28 700 REG 700
TUE 0829 300 REG 300
WED 08730 a0 000
THU 0831 300 REG 300

At the top of the screen you will see the dates of the pay period. On the abore scree

print they areD8/18/06 to 08/31/Q6Below that you will see the Employee Name and the

date that th&niversity AssistariStudent Employesubmitted this time sheet. If you

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

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

University AssistariStudent Employeworked, and a total hours column. If you scroll

to the bottom of the page you will see the follovgg t h r e eA pbpurtotvoends,: AfRet ur r
and Notifyo, and ACancel 0



Approving a Time Sheet

If you agree with the hours worked that theiversity AssistariStudent Employee

submitted all you have to do is to click the
messag that the document has been approved as requested. At this pemadn e

message will be sent to youniversity AssistariStudent Employestating that you

approvedheir hours.

Editing a Time Sheet

If you do not agree with the hours submittedoh e t i me sheet click on t
Notifyo button. A comment box will then app
|l i ke the below screen print and click on @ OK

E

1 A ) S 2 i J
Y o . Iﬂ IE] l Fs s © = o]
Forward Stop Refresh Home: Search Favarites History Mail Print. Edit Discuss

Address | @] hitp:ffesutps2.so.ct.edufwesuftpsdoitr 1 nsf fiork| 74603264FE 1620 C 185257 1DB005F27 1 270penDocument

T
Initiatized on 872272006 at 1:19:19 PM by Lara Volpe on the Weh
Hourly Rate: 12.00
TIME SHEET
"Scroll Down" to Continue >>>>>>
Date Hours Code Total
FRI 0818 000 000
SAT  D&/19 000 000
SUN  D&/20 000 000
MON  0s/21 000 0.00
TUE 0er22 0o 000
WED 08723 0o 000
THU 08724 o0 000 Explorer, User Prompt
FRI 0825 500 REG 500
SAT 08/26 000 0.00 Script Prompt. oK.
SUN 08727 000 000 Enter your comments here. _
MON  D&/28 700 REG 7.00 Cancel
TUE 0829 300 REG 300
WED 08730 000 000 Lara o oy worked 2 hours on Tugsday, 6723 Please corect and re-submit to me. Tharks,
THU 08531 300 REG 300
18.00

At this point an email message will be sent to yduniversity AssistariStudent
Employeee nf or mi ng them of your comment s. Af ter
you will be brought to the below screen.

2 http:/fcsut ps2.50.ct.edubwesultpsdoitr1. nsf/Web SupFrame?0penFrameSet - Microsoft Internet Explorer provided by WCSU

File FEdit ¥ew Favorites Tooks Help '
o ) ) W 3
o . © B B f 7 P @ e L7 I K 3
Back Stop Refresh Home Search  Favorites  History Hail Print Edit Discuss  Research  Messenger
Address @j http:ffcsutps2.so.ck.edufwesuftpsdaitr LonsFiWeb® 205upFrame? OpenFrameSet A - Go Links **
It iz wery important that wou 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 [x] at the top right hand side of the computer screen. Please note that
switching to another web page DOES MOT log you out,
I'P s
Supervisory e

Processing
TP S

Thank you Frederic W Cratty, this document has been Returned for Amendment as requested.

E-Mail sent to Lara Volpe requesting amendment.;
Submitter can retrieve, amend, and resubmit the document for approval.

e Click on AAIlI Docs by Empl oyeeo



This will bring you to the below screen. You will only be able to see the names of

University AssistantéStudent Employeethat you are authorized to approve time
sheets for.

B - [=][x]
i
7 A ) s A ¥ : 25
O - ” Iﬂ IEL‘ ] I P & = 7 |- ﬁ ';‘
Back Stop Refresh Home Search Faworites History Mail Print Edit Discuss

Research  Messenger
Address @ httpiffesutpsz.so.ck.edufwesuftpsdaitr L nsfiweb: 205upFrame? OpenFrameSet

v B ks ?
It iz wery 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 web page DOES MOT log you out,
e s

Supervisory
Processing

@Previous = Next  <pEspand = Collapse &, Search

(web Docs by Employee for WCSU)
Type Beg. Date Code Hours On Call Hours Status Semtio Core
¥ Cratty, Fred
» Volpe, Lara

C5U Help @Previous = Next  <pEspand = Collapse &, Search
Main Menu

Click the arrow next to theniversity AssistariStudent Employethat you would
like to edit their time sheet

Then click on the time sheet that you would like to edlte date listed will be the
beginning dateof 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 ofthessre n  and c | ifa Approvab A Su b mi t

8



