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What Is What Is TimeTraqTimeTraq??

TimeTraqTimeTraq is a webis a web--based timesheet entry based timesheet entry 
application that allows departments to have application that allows departments to have 
timesheets entered and approved ontimesheets entered and approved on--lineline
TimeTraqTimeTraq automatically pulls in leave and automatically pulls in leave and 
holiday hours (for budgeted employees), as well holiday hours (for budgeted employees), as well 
as calculating overtimeas calculating overtime
TimeTraqTimeTraq’’ss timesheets are sent to BPP for final timesheets are sent to BPP for final 
processing and paymentprocessing and payment

Accessing Accessing TimeTraqTimeTraq

TimeTraqTimeTraq is accessed through the TAMUSis accessed through the TAMUS’’
Single Sign On application (SSO)Single Sign On application (SSO)

https://sso.tamus.eduhttps://sso.tamus.edu

LeaveTraqLeaveTraq & HR Connect users will already & HR Connect users will already 
have a login for SSOhave a login for SSO
When your department is given access to When your department is given access to 
TimeTraqTimeTraq, a link to the program will , a link to the program will 
automatically appear on your SSO menuautomatically appear on your SSO menu
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Getting Started with Getting Started with TimeTraqTimeTraq

TimeTraqTimeTraq is a systemis a system--wide application that is available wide application that is available 
to all departments in TAMU in all system componentsto all departments in TAMU in all system components
Before a system component can begin using the Before a system component can begin using the 
program:program:

The people who will hold The people who will hold TimeTraqTimeTraq’’ss ““centralcentral”” roles must be roles must be 
identified and given security clearanceidentified and given security clearance

This is done by requesting access to This is done by requesting access to TimeTraqTimeTraq here:here:
http://www.tamus.edu/offices/bpp/access.htmlhttp://www.tamus.edu/offices/bpp/access.html

The central roles are:The central roles are:
Central administrators Central administrators –– Vic Seidel / Joe CornVic Seidel / Joe Corn
Payroll approvers Payroll approvers –– Rachel Rachel BlakesleyBlakesley (X) Anita McCoy (A)(X) Anita McCoy (A)

Training FormatTraining Format

The training for administrators is broken into The training for administrators is broken into 
two sections, which will be discussed in this two sections, which will be discussed in this 
order:order:

The Initial SetupThe Initial Setup
The Ongoing ProcessThe Ongoing Process

First StepsFirst Steps
Understand Understand TimeTraqTimeTraq’’ss administrative / approval roles administrative / approval roles 
and how you want to divide responsibility between and how you want to divide responsibility between 
them:them:

EmployeeEmployee
A biweekly employee must complete a time sheet via A biweekly employee must complete a time sheet via TimeTraqTimeTraq

ManagerManager
Each individual time sheet must be approved by a managerEach individual time sheet must be approved by a manager

Department administratorDepartment administrator
Same basic capabilities/responsibilities as central Same basic capabilities/responsibilities as central adminsadmins but at a but at a 
departmental leveldepartmental level

Department approverDepartment approver
Signs off on the departmentSigns off on the department’’s payrolls payroll

Payroll approver Payroll approver –– (Anita and Rachel)(Anita and Rachel)
Signs off on the componentSigns off on the component’’s payrolls payroll

Separation of dutiesSeparation of duties
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Behind the Scenes ProcessingBehind the Scenes Processing

TimeTraqTimeTraq’’ss behindbehind--thethe--scenes processes do the scenes processes do the 
work of creating work of creating adlocsadlocs, jobs and timesheets, jobs and timesheets
Understanding when these processes run and Understanding when these processes run and 
what they do is essential to getting the initial what they do is essential to getting the initial 
setup for an setup for an adlocadloc done correctlydone correctly
Two types of processes:  weekly and dailyTwo types of processes:  weekly and daily

Behind the Scenes Processing, cont.Behind the Scenes Processing, cont.

The weekly process is the more important one relating The weekly process is the more important one relating 
to new to new adlocadloc activation.  It does the following every activation.  It does the following every 
Tuesday and Thursday:Tuesday and Thursday:

Scans BPP for new Scans BPP for new adlocsadlocs and creates them in and creates them in TimeTraqTimeTraq
Does a complete scan of the BPP budget looking for new Does a complete scan of the BPP budget looking for new 
positions and changes to existing positionspositions and changes to existing positions

Creates/updates Creates/updates TimeTraqTimeTraq jobs as neededjobs as needed
Creates timesheets for active Creates timesheets for active adlocsadlocs whose activation date has whose activation date has 
been reachedbeen reached
Sends weekly notifications to managers regarding submitted Sends weekly notifications to managers regarding submitted 
timesheetstimesheets

Behind the Scenes Processing, cont..Behind the Scenes Processing, cont..

The daily process does two things:The daily process does two things:
Scans the BPP budget looking for UPDATES to Scans the BPP budget looking for UPDATES to 
TimeTraqTimeTraq jobs and pulling the changes into jobs and pulling the changes into 
TimeTraqTimeTraq

E.g., new employee in PIN, rate of pay changeE.g., new employee in PIN, rate of pay change

Sends daily email notifications to managers & Sends daily email notifications to managers & 
delegates regarding timesheets in need of approvaldelegates regarding timesheets in need of approval
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Activating Activating AdlocsAdlocs SummarySummary

TimeTraqTimeTraq jobs are created from the BPP budget jobs are created from the BPP budget 
on the first Tuesday evening after the on the first Tuesday evening after the adlocadloc’’ss
status is set to activestatus is set to active

1/24 in our example1/24 in our example
TimeTraqTimeTraq timesheets are created for these jobs timesheets are created for these jobs 
on the first Tuesday or Thursday that is:on the first Tuesday or Thursday that is:

on or after the on or after the adlocadloc’’ss activation dateactivation date
within 2 days of the start of a pay periodwithin 2 days of the start of a pay period
1/26 in our example1/26 in our example

Activating Activating AdlocsAdlocs Summary, cont.Summary, cont.

ItIt’’s very important to understand the BPP and s very important to understand the BPP and 
TimeTraqTimeTraq schedulesschedules
After an After an adlocadloc is activated in is activated in TimeTraqTimeTraq and the and the 
Tuesday/Thursday process is run, employees Tuesday/Thursday process is run, employees 
will automatically see will automatically see TimeTraqTimeTraq on their SSO on their SSO 
menu.menu.

Departmental Departmental adminsadmins/approvers will see it when /approvers will see it when 
they are granted their they are granted their TimeTraqTimeTraq rolerole
Managers will see it when theyManagers will see it when they’’re made a manager of re made a manager of 
a a TimeTraqTimeTraq job or a delegate for a managerjob or a delegate for a manager

Getting StartedGetting Started

Log in to SSO and select the Log in to SSO and select the TimeTraqTimeTraq linklink
TimeTraqTimeTraq will display the will display the AdlocAdloc Selection screen on Selection screen on 
startupstartup

Choose the workstation you want to work withChoose the workstation you want to work with
Most Most adminsadmins only work with 1 workstation only work with 1 workstation –– if thatif that’’s true for you this s true for you this 
field will be readfield will be read--onlyonly

Initial setup:Initial setup:
AdlocsAdlocs
Holiday schedulesHoliday schedules
Work schedulesWork schedules
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DemoDemo

AdlocAdloc MaintenanceMaintenance
AdlocAdloc OverviewOverview
AdlocAdloc Add/UpdateAdd/Update

Holiday SchedulesHoliday Schedules

In In TimeTraqTimeTraq, budgeted employees are given a , budgeted employees are given a 
holiday schedule, whereas wage employees are holiday schedule, whereas wage employees are 
notnot
Holiday schedules can be defined at the Holiday schedules can be defined at the 
component level, so that all component level, so that all adlocsadlocs can use them, can use them, 
or for a specific or for a specific adlocadloc
ONLY the central admin role can define holiday ONLY the central admin role can define holiday 
schedulesschedules

Holiday Schedules, cont.Holiday Schedules, cont.

A holiday schedule is a descriptive name, such as A holiday schedule is a descriptive name, such as 
““componentcomponent--??? Holidays??? Holidays””, and a series of , and a series of 
specific holiday dates and descriptions.specific holiday dates and descriptions.
A holidayA holiday’’s duration is defined in terms of hours s duration is defined in terms of hours 
to be paid and can be set up as a halfto be paid and can be set up as a half--day, as in day, as in 
the case of Good Friday, et al.the case of Good Friday, et al.
ComponentComponent--level holiday schedules must be level holiday schedules must be 
created before the departments begin their job created before the departments begin their job 
setup worksetup work
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Work SchedulesWork Schedules

In In TimeTraqTimeTraq, budgeted employees are always given a , budgeted employees are always given a 
work schedule, whereas wage employees usually are notwork schedule, whereas wage employees usually are not

Note that wage employees CAN have a work schedule, if this Note that wage employees CAN have a work schedule, if this 
is useful to a departmentis useful to a department

Work schedules can be defined at the component level, Work schedules can be defined at the component level, 
so that all so that all adlocsadlocs can use them, or for a specific can use them, or for a specific adlocadloc
The central admin role can define holiday schedules at The central admin role can define holiday schedules at 
both levels, whereas the department admin can only both levels, whereas the department admin can only 
define departmentdefine department--specific schedulesspecific schedules

Work Schedules, cont.Work Schedules, cont.

A work schedule is a descriptive name, such as A work schedule is a descriptive name, such as 
““componentcomponent--??? Standard Schedule??? Standard Schedule””, a schedule , a schedule 
type (weekly or bitype (weekly or bi--weekly), and the defined work weekly), and the defined work 
hourshours

Work hours are defined in terms of time in, break Work hours are defined in terms of time in, break 
duration, and time outduration, and time out
Each of these can be adjusted on a dayEach of these can be adjusted on a day--byby--day basisday basis

DemoDemo

Work Schedule MaintenanceWork Schedule Maintenance
Work Schedule DaysWork Schedule Days



7

Department Department AdminsAdmins’’
Responsibilities during Initial SetupResponsibilities during Initial Setup

Create Create adlocadloc--specific work schedules, if requiredspecific work schedules, if required
Job setupJob setup

Job settingsJob settings
Assigning approversAssigning approvers

Delegate setupDelegate setup

AdlocAdloc--specific Work Schedulesspecific Work Schedules

AdlocAdloc--specific work schedules are created using specific work schedules are created using 
the process discussed earlierthe process discussed earlier
These schedules are unique to a department or These schedules are unique to a department or 
even to a specific employeeeven to a specific employee
Work schedules should be created ASAP so that Work schedules should be created ASAP so that 
they are ready when itthey are ready when it’’s time to configure the s time to configure the 
jobs that will use themjobs that will use them

Job SettingsJob Settings

Jobs are created in Jobs are created in TimeTraqTimeTraq in a default in a default 
configuration that should be updated to fit the configuration that should be updated to fit the 
employeesemployees’’ needsneeds
Important job settings:Important job settings:

Holiday schedule, if budgetedHoliday schedule, if budgeted
Work schedule, if budgeted/neededWork schedule, if budgeted/needed
Timesheet entry formTimesheet entry form

Simple Simple –– the normal casethe normal case
ProjectsProjects
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Job Settings, cont.Job Settings, cont.

Important job settings, continued:Important job settings, continued:
Account method Account method 

BPP Budget BPP Budget –– normal casenormal case
Projects Projects –– outside the scope of this trainingoutside the scope of this training

Management hierarchyManagement hierarchy
LeaveTraqLeaveTraq –– default for budgeteddefault for budgeted
TimeTraqTimeTraq –– wagewage

Comp. time ruleComp. time rule
Can employee control comp. time disposition?Can employee control comp. time disposition?
Subject to Subject to adlocadloc--level rulelevel rule

Enforce % effort ruleEnforce % effort rule
Maximum hoursMaximum hours

Job Settings, cont..Job Settings, cont..

To update an employeeTo update an employee’’s job settings, click the s job settings, click the 
Employees tab and locate the employee in the Employees tab and locate the employee in the 
listlist
Click his/her job title to bring up the Job Click his/her job title to bring up the Job 
Overview screenOverview screen
Click the blue Edit button at the top of the page Click the blue Edit button at the top of the page 
to access the job setting in edit modeto access the job setting in edit mode
Make changes and click the green Save buttonMake changes and click the green Save button

DemoDemo

Employees screenEmployees screen
Job Overview screenJob Overview screen
Job Update screenJob Update screen
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Assigning ManagersAssigning Managers

As discussed, Managers may be set up in As discussed, Managers may be set up in 
LeaveTraqLeaveTraq or in or in TimeTraqTimeTraq
If set up in If set up in TimeTraqTimeTraq, the Job Managers screen , the Job Managers screen 
is usedis used
Approvers are assigned by searching for the Approvers are assigned by searching for the 
managermanager’’s last name or simply entering his/her s last name or simply entering his/her 
PIN and clicking the green Add Manager buttonPIN and clicking the green Add Manager button

Assigning Managers, cont.Assigning Managers, cont.

The Sequence Number determines the order of The Sequence Number determines the order of 
the Manager routing paththe Manager routing path
Click the blue Up or Down buttons to rearrange Click the blue Up or Down buttons to rearrange 
the order of the Manager routing paththe order of the Manager routing path
Managers can be removed by clicking the red Managers can be removed by clicking the red 
Delete buttonDelete button

DemoDemo

Job Approvals screenJob Approvals screen
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Delegate SetupDelegate Setup

TimeTraqTimeTraq and and LeaveTraqLeaveTraq share the same share the same 
delegates; therefore, a manager in delegates; therefore, a manager in LeaveTraqLeaveTraq
may not require any additional delegates to take may not require any additional delegates to take 
on his/her role as a on his/her role as a TimeTraqTimeTraq managermanager
Delegates added to a managerDelegates added to a manager’’s setup for s setup for 
TimeTraqTimeTraq purposes are also added to purposes are also added to LeaveTraqLeaveTraq

This is true of This is true of LeaveTraqLeaveTraq as well; therefore, care as well; therefore, care 
should be given when adding delegatesshould be given when adding delegates

Delegate Setup, cont.Delegate Setup, cont.

To add delegates to a To add delegates to a TimeTraqTimeTraq manager, click manager, click 
the Managers tab, locate the manager for whom the Managers tab, locate the manager for whom 
a delegate is to be added, and click the blue a delegate is to be added, and click the blue 
Delegates buttonDelegates button
Delegates are assigned by searching for the Delegates are assigned by searching for the 
delegatedelegate’’s last name or simply entering his/her s last name or simply entering his/her 
UIN and clicking the green Add Delegate UIN and clicking the green Add Delegate 
buttonbutton

Delegate Setup, cont..Delegate Setup, cont..

Delegates can also be deactivated from this Delegates can also be deactivated from this 
screen by clicking the red Deactivate buttonscreen by clicking the red Deactivate button
Inactive delegates can be viewed by changing Inactive delegates can be viewed by changing 
the View filter to Inactivethe View filter to Inactive
Inactive delegates can be reactivated by clicking Inactive delegates can be reactivated by clicking 
the blue Reactivate buttonthe blue Reactivate button
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DemoDemo

Managers screenManagers screen
Delegates screenDelegates screen

Initial Setup Summary, contInitial Setup Summary, cont

New departmentNew department
Determine department Determine department adminsadmins and approvers; grant these and approvers; grant these 
roles in SSOroles in SSO
Activate the Activate the adloc(sadloc(s) in ) in TimeTraqTimeTraq
Create Create adlocadloc--specific holiday schedulesspecific holiday schedules
Create Create adlocadloc--specific work schedulesspecific work schedules

At this point, the department admin can take overAt this point, the department admin can take over

Configure employeesConfigure employees’’ jobsjobs
Configure approving managersConfigure approving managers
Add any required delegatesAdd any required delegates

The Ongoing ProcessThe Ongoing Process

Once a department is up and running, the Once a department is up and running, the 
central and department central and department adminsadmins continue to work continue to work 
together to manage the payroll processtogether to manage the payroll process
The department admin has primary The department admin has primary ““handshands--onon””
responsibility on a dayresponsibility on a day--toto--day basis, whereas the day basis, whereas the 
central admin normally acts in more of a central admin normally acts in more of a 
supervisory rolesupervisory role
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Ongoing Department Admin Ongoing Department Admin 
ResponsibilitiesResponsibilities

Ensure timesheets are being submitted/approved in a timely Ensure timesheets are being submitted/approved in a timely 
fashionfashion

Dept. Dept. adminsadmins may need to edit/submit timesheets, in some casesmay need to edit/submit timesheets, in some cases
Review timesheets being submitted for general accuracy, Review timesheets being submitted for general accuracy, 
particularly in regards to leave, holidays, and OTparticularly in regards to leave, holidays, and OT
Cancel unneeded timesheets (termination, etc.)Cancel unneeded timesheets (termination, etc.)
Manage job setup for new employees and changes to existing Manage job setup for new employees and changes to existing 
employeesemployees’’ jobs & approval hierarchyjobs & approval hierarchy
Manage delegates for managers as neededManage delegates for managers as needed
Create additional Create additional adlocadloc--specific work schedules as neededspecific work schedules as needed
Support employees and managers use of Support employees and managers use of TimeTraqTimeTraq

Managing the Payroll ProcessManaging the Payroll Process

The main tool The main tool adminsadmins use to manage the process is the use to manage the process is the 
Pay Period Review screenPay Period Review screen
Click the RP Review tab to access Report Period Click the RP Review tab to access Report Period 
Review screen.  From here you can:Review screen.  From here you can:

Review the timesheets for a particular Review the timesheets for a particular adlocadloc in a given pay in a given pay 
periodperiod
Review individual timesheetsReview individual timesheets
Find Find ““problemproblem”” timesheetstimesheets

Cancel adjustments if they are only for late Leave transactions.Cancel adjustments if they are only for late Leave transactions.
Find a timesheet for a particular employeeFind a timesheet for a particular employee
Find employees who are missing a timesheet & create it for Find employees who are missing a timesheet & create it for 
themthem

BPP IntegrationBPP Integration

TimeTraqTimeTraq’’ss AdlocsAdlocs, Pay Periods, and Jobs all , Pay Periods, and Jobs all 
come from BPPcome from BPP
Hours entered into timesheets are allocated to Hours entered into timesheets are allocated to 
accounts according the BPP budgetaccounts according the BPP budget
The hours allocated to accounts are fed into the The hours allocated to accounts are fed into the 
BPP databaseBPP database
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LeaveTraqLeaveTraq IntegrationIntegration

For For TimeTraqTimeTraq users, leave requests are validated against users, leave requests are validated against 
the userthe user’’s work schedules work schedule

Requests for multiple days are automatically broken into daily Requests for multiple days are automatically broken into daily 
amounts for use within amounts for use within TimeTraqTimeTraq

Leave hours automatically appear in timesheets after Leave hours automatically appear in timesheets after 
the request is submittedthe request is submitted
Leave is considered in when Leave is considered in when TimeTraqTimeTraq performs the performs the 
timesheettimesheet’’s state OT calculations state OT calculation
Comp. time banked in Comp. time banked in TimeTraqTimeTraq automatically updates automatically updates 
LeaveTraqLeaveTraq

LeaveTraqLeaveTraq Integration, cont.Integration, cont.

Leave documents must be processed before Leave documents must be processed before 
timesheets to which they are relatedtimesheets to which they are related

Employee submissionEmployee submission
Manager approvalManager approval
DepartmentDepartment--level approvallevel approval

Delegates are shared between Delegates are shared between TimeTraqTimeTraq and and 
LeaveTraqLeaveTraq
TimeTraqTimeTraq can use can use LeaveTraqLeaveTraq’’ss management management 
approval hierarchy for budgeted employeesapproval hierarchy for budgeted employees

Canopy IntegrationCanopy Integration

New hires cannot access New hires cannot access TimeTraqTimeTraq until their EPA is until their EPA is 
processed and approvedprocessed and approved

This also applies to existing employees who transfer to a new This also applies to existing employees who transfer to a new 
positionposition

Other EPA actions that impact Other EPA actions that impact TimeTraqTimeTraq::
Account changesAccount changes

Make sure all EPAMake sure all EPA’’s changing source of funds are reflected on the s changing source of funds are reflected on the 
time sheet.time sheet.
The RECALC button will pull in the most current data from BPP.The RECALC button will pull in the most current data from BPP.

Rate of pay changesRate of pay changes
TerminationTermination
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DemoDemo

Pay Period Review screenPay Period Review screen

TimesheetsTimesheets

Note to trainers:  load and show the Note to trainers:  load and show the TimeTraqTimeTraq
Training Manager/Admin Timesheet Mgmt Training Manager/Admin Timesheet Mgmt 
presentation at this pointpresentation at this point

Other Administration ToolsOther Administration Tools

AdlocAdloc SelectionSelection
Employees ViewEmployees View
Managers ViewManagers View
Timesheets ViewTimesheets View
Job ActivationJob Activation
ReportsReports
HelpHelp
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AdlocAdloc SelectionSelection

The The AdlocAdloc Selection screen allows you to select Selection screen allows you to select 
a workstation and a workstation and adlocadloc for operations with for operations with 
other screensother screens
The set of workstations and The set of workstations and adlocsadlocs you can you can 
choose from is limited by the choose from is limited by the TimeTraqTimeTraq roles roles 
you have defined in SSOyou have defined in SSO

Employees ViewEmployees View

The Employees Screen allows you to see a list of The Employees Screen allows you to see a list of 
all of your employeesall of your employees
Clicking the gray Timesheets button will display Clicking the gray Timesheets button will display 
a list of the selected employeea list of the selected employee’’s timesheetss timesheets
Clicking the employeeClicking the employee’’s job title will display the s job title will display the 
employeeemployee’’s job overviews job overview
This screen also allows you to view the This screen also allows you to view the 
employees of other managers for whom you are employees of other managers for whom you are 
a delegatea delegate

DemoDemo

AdlocAdloc SelectionSelection
Employees ScreenEmployees Screen
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Managers ViewManagers View

The Managers Screen allows you to see a list of The Managers Screen allows you to see a list of 
managers in an managers in an adlocadloc
Clicking the gray Employees button will display Clicking the gray Employees button will display 
the Employees screen discussed earlierthe Employees screen discussed earlier
Clicking the blue Delegates button will display Clicking the blue Delegates button will display 
the selected managerthe selected manager’’s Delegates, as described s Delegates, as described 
earlierearlier

DemoDemo

Managers ScreenManagers Screen

Timesheets ViewTimesheets View

The EmployeeThe Employee’’s Timesheets screen allows you s Timesheets screen allows you 
to view a list of timesheets for a specified to view a list of timesheets for a specified 
employeeemployee

To see older timesheets or timesheets for an inactive To see older timesheets or timesheets for an inactive 
job, change the search criteria accordinglyjob, change the search criteria accordingly

Clicking the gray Clicking the gray ““>>”” button will take you to the button will take you to the 
Timesheet Review screenTimesheet Review screen
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DemoDemo

Timesheets ScreenTimesheets Screen

Job ActivationJob Activation

The Job Activation screen allows administrators to The Job Activation screen allows administrators to 
create a job in create a job in TimeTraqTimeTraq for an approved position in for an approved position in 
BPPBPP
This is generally required only when a new employee is This is generally required only when a new employee is 
added and the EPA is not processed in time for added and the EPA is not processed in time for 
TimeTraqTimeTraq to create the job automaticallyto create the job automatically

The EPA creating the position must be completely approved The EPA creating the position must be completely approved 
before this function be performed successfullybefore this function be performed successfully

To create a job, simply enter the employeeTo create a job, simply enter the employee’’s UIN and s UIN and 
PIN, then select the fiscal year in which this is to take PIN, then select the fiscal year in which this is to take 
effect and click the blue Activate Job buttoneffect and click the blue Activate Job button

DemoDemo

Job Activation ScreenJob Activation Screen



18

ReportsReports

TimeTraqTimeTraq’’ss reports are delivered in PDF format reports are delivered in PDF format 
to your computer; therefore, Adobe Acrobat to your computer; therefore, Adobe Acrobat 
Reader is required to view themReader is required to view them
To run a report, choose it from the list and fill in To run a report, choose it from the list and fill in 
the selected reportthe selected report’’s additional criterias additional criteria

Note that dates should be entered in Note that dates should be entered in ““mm/mm/dd/yyyydd/yyyy””
formatformat

Reports, cont.Reports, cont.

Commonly run reports:Commonly run reports:
AdlocAdloc Payroll Detail, by name or accountPayroll Detail, by name or account

Lists the hours worked by employees in an Lists the hours worked by employees in an adlocadloc and the and the account(saccount(s) ) 
the time will be charged tothe time will be charged to

AdlocAdloc Payroll Detail, by name or account, from P2PayPayroll Detail, by name or account, from P2Pay
Lists the hours/amounts in Lists the hours/amounts in BPPBPP’’ss P2Pay database for an P2Pay database for an adlocadloc

Overtime PaymentsOvertime Payments
Lists overtime charges for an Lists overtime charges for an aldocaldoc

Timesheet AdjustmentsTimesheet Adjustments
Lists adjustments made to timesheets in a given pay periodLists adjustments made to timesheets in a given pay period

Reports, cont.Reports, cont.

Commonly run reports, cont.:Commonly run reports, cont.:
Approval ExceptionsApproval Exceptions

Lists timesheets entered/submitted by Lists timesheets entered/submitted by 
manager/administratorsmanager/administrators

Employees w/o ManagersEmployees w/o Managers
Lists employees whose job does not have an approver in Lists employees whose job does not have an approver in 
TimeTraqTimeTraq
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DemoDemo

Reports ScreenReports Screen

HelpHelp

TimeTraqTimeTraq’’ss help system can be accessed from help system can be accessed from 
any screen by clicking the any screen by clicking the ““??”” on any on any TimeTraqTimeTraq
screenscreen
You can navigate through help by:You can navigate through help by:

Following relevant links from the help home pageFollowing relevant links from the help home page
Accessing the table of contentsAccessing the table of contents
SearchingSearching

DemoDemo

HelpHelp
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SecuritySecurity

Do not share your SSO password with Do not share your SSO password with anyoneanyone
TimeTraqTimeTraq will automatically log you out after 17 will automatically log you out after 17 
minutes of inactivityminutes of inactivity
You can manually log out of SSO by clicking the You can manually log out of SSO by clicking the 
SSO Logout button on any SSO Logout button on any TimeTraqTimeTraq screen or screen or 
by closing your browser windowby closing your browser window
Always close your browser Always close your browser window(swindow(s) after using ) after using 
any confidential web site like any confidential web site like TimeTraqTimeTraq

QuestionsQuestions
andand

AnswersAnswers


