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TimeTraqTimeTraq

TimeTraq is the timesheet entry TimeTraq is the timesheet entry 
application developed for the Texas application developed for the Texas 
A&M University SystemA&M University System
The TimeTraq application The TimeTraq application 
–– Allows employees to submit and edit Allows employees to submit and edit 

timesheetstimesheets
–– Can be accessed through any available Can be accessed through any available 

internet connection internet connection –– home, office, etc.  home, office, etc.  



ObjectivesObjectives

Logging on and offLogging on and off
Accessing the help functionAccessing the help function
Editing and submitting timesheetsEditing and submitting timesheets
Viewing the employee recordViewing the employee record
Editing employee preferencesEditing employee preferences
Accessing support from department & Accessing support from department & 
agency administratorsagency administrators



Employee ResponsibilitiesEmployee Responsibilities

Prompt entry, correction, and submission Prompt entry, correction, and submission 
of timesheetsof timesheets
Keeping informed of The Texas A&M Keeping informed of The Texas A&M 
University and System Policies and University and System Policies and 
Regulations, TAMU Rules and Standard Regulations, TAMU Rules and Standard 
Administrative Procedures regarding work Administrative Procedures regarding work 
hours and leavehours and leave
Entry of Entry of LeaveTraqLeaveTraq requests for requests for 
submissions of current pay period submissions of current pay period 
timesheets in TimeTraqtimesheets in TimeTraq



TimeTraq Key PointsTimeTraq Key Points

All All LeaveTraqLeaveTraq submissions must be submissions must be 
entered before entry or approvals in entered before entry or approvals in 
TimeTraq may be completedTimeTraq may be completed
Information concerning the employeeInformation concerning the employee’’s s 
job record can only be updated by the job record can only be updated by the 
department administratordepartment administrator
A person can have more than one role in A person can have more than one role in 
TimeTraq TimeTraq –– Employee, Manager, Employee, Manager, 
Department AdministratorDepartment Administrator



Accessing TimeTraqAccessing TimeTraq

Log into TimeTraq via Single Sign On (SSO) Log into TimeTraq via Single Sign On (SSO) 
at https://at https://sso.tamu.edusso.tamu.edu



Accessing TimeTraqAccessing TimeTraq

Click on ‘TimeTraq’
to enter the system



TimeTraq Home PageTimeTraq Home Page

The following page is an example of the The following page is an example of the 
TimeTraq home page for an Employee.  TimeTraq home page for an Employee.  

The employee home page:The employee home page:
--displays pay period information for each displays pay period information for each 
time sheettime sheet
--allows the employee to select other allows the employee to select other 
sections of their recordsections of their record
--offers help by clicking on offers help by clicking on ““??””



TimeTraq Home PageTimeTraq Home Page

Timesheets

Help buttonFunction tabs



HELP!!!HELP!!!
Click on the question mark at the top right of any screen to opeClick on the question mark at the top right of any screen to open the n the 

TimeTraq Help & Documentation manual, as viewed below.TimeTraq Help & Documentation manual, as viewed below.

Click on the subject in the contents to receive helpful informatClick on the subject in the contents to receive helpful informationion
*Hint *Hint –– Key Concepts and Roles will help you find Employee Role Key Concepts and Roles will help you find Employee Role 

information quickerinformation quicker



TimeTraq TimesheetsTimeTraq Timesheets

To select a timesheet for a particular pay To select a timesheet for a particular pay 
period just click on the gray arrow or the period just click on the gray arrow or the 
number of the timesheet.  number of the timesheet.  

*FYI *FYI –– The timesheet numbers are randomly assigned, but are also The timesheet numbers are randomly assigned, but are also 
unique throughout the system unique throughout the system –– include this number if asking for include this number if asking for 

help.  help.  



Simple TimesheetSimple Timesheet
Below is an example of the Simple TimesheetBelow is an example of the Simple Timesheet
You may enter time in the hours fields indicated or you You may enter time in the hours fields indicated or you 

may click on the blue may click on the blue ‘‘Fill From ScheduleFill From Schedule’’ button if a button if a 
schedule has been selected on your record in TimeTraq.schedule has been selected on your record in TimeTraq.

Enter hours worked

FYI - Call Back and On Call Units for hours entry may be disabled for most adlocs.



Simple TimesheetSimple Timesheet
Remember Remember –– All All LeaveTraqLeaveTraq submissions must be submissions must be 

entered entered beforebefore you can submit your timesheetyou can submit your timesheet

Submitted Submitted LeaveTraqLeaveTraq hours will automatically hours will automatically 
appear as part of your TimeTraq timesheet appear as part of your TimeTraq timesheet 
under the under the ‘‘Leave (Paid)Leave (Paid)’’ column column 

*FYI *FYI –– Leave hours cannot be edited in Leave hours cannot be edited in 
TimeTraqTimeTraq



Simple Timesheet Simple Timesheet 
What about the buttons at the bottom of my screen?

- Allows for edits to be saved without exiting timesheet

- Allows edits to be saved and exits timesheet

- Allows current edits to be cancelled and reinstates previous entries

- Submits timesheet to Manager

Tip – Save your edits before you switch work weeks on your timesheet



Submitting TimesheetsSubmitting Timesheets

Important points for submitting timesheets Important points for submitting timesheets 
using TimeTraqusing TimeTraq

Has all leave been submitted and approved in Has all leave been submitted and approved in 
LeaveTraqLeaveTraq??
Have all hours worked been entered in the timesheet?  Have all hours worked been entered in the timesheet?  
Do any corrections need to be made to leave or Do any corrections need to be made to leave or 
timesheet?  timesheet?  
Have all holiday hours been properly applied?Have all holiday hours been properly applied?



Submitting TimesheetsSubmitting Timesheets

The following screen is Timesheet The following screen is Timesheet 
Submission screenSubmission screen

-- Besides being able to review the totals for your Besides being able to review the totals for your 
timesheet, youtimesheet, you’’re also responsible for certifying the re also responsible for certifying the 
timesheet is true and correcttimesheet is true and correct

-- As indicated on the following screen, youAs indicated on the following screen, you’’ll click the ll click the 
certification box, add any comments regarding your certification box, add any comments regarding your 
submission, and click the green Submit buttonsubmission, and click the green Submit button

-- You also have the ability to return to your timesheet for You also have the ability to return to your timesheet for 
additional editing by clicking on the blue additional editing by clicking on the blue ‘‘Return to Return to 
TimesheetTimesheet’’ buttonbutton



Submitting TimesheetsSubmitting Timesheets

Click the certification box if your 
hours are true and correct

Submit the timesheet

OR

Return to Timesheet



Submitted TimesheetSubmitted Timesheet
After you have submitted your timesheet, the Timesheet Overview After you have submitted your timesheet, the Timesheet Overview will will 

be displayedbe displayed

This screen shows:This screen shows:
-- Status of approvalStatus of approval
-- Number of hours submittedNumber of hours submitted
-- Pay datePay date
-- Manager responsible for approvingManager responsible for approving

There are also Function Tabs for:There are also Function Tabs for:
-- Work Events Work Events –– to view detailed hours informationto view detailed hours information
-- Adjustments Adjustments –– to view adjustments made to timesheetto view adjustments made to timesheet
-- Approval Log Approval Log –– to view the timesheet approval statusto view the timesheet approval status

You also have the ability to recall the timesheet by clicking onYou also have the ability to recall the timesheet by clicking on the blue the blue ‘‘RecallRecall’’
button if additional edits need to be madebutton if additional edits need to be made

*Recalls must be done before the Manager approves the timesheet**Recalls must be done before the Manager approves the timesheet*



Submitted TimesheetSubmitted Timesheet

Do you need to make corrections?



Employee OverviewEmployee Overview

The Employee Overview screen is a snapshot ofThe Employee Overview screen is a snapshot of
the employeethe employee’’s jobs job
ManagerManager
approval hierarchyapproval hierarchy
employee dataemployee data
work schedulework schedule
holiday scheduleholiday schedule

This information can only be edited by the Department This information can only be edited by the Department 
Administrator of the employeeAdministrator of the employee’’s own department. s own department. 

This screen can be accessed by clicking on the This screen can be accessed by clicking on the ‘‘OverviewOverview’’
tab at the top of any screen, as shown on the following tab at the top of any screen, as shown on the following 
screenscreen



Employee OverviewEmployee Overview

Click ‘Overview’ to access 
Employee Record



Employee OverviewEmployee Overview



Employee PreferencesEmployee Preferences
Employees have the ability to set preferences for:
•Viewing TimeTraq in English or Spanish
•Receiving notification of approval or rejection of timesheets

Click on the ‘Preferences’ tab to view this screen



Employee PreferencesEmployee Preferences

Select Language
Preference (default

to English)

Select frequency of 
Notification of Timesheet 

Actions

*Click the green ‘Save’ button to save preferences*



Employee SupportEmployee Support

The Support Tab allows employees to ask The Support Tab allows employees to ask 
questions regarding questions regarding TimetraqTimetraq

These questions can be directed to:These questions can be directed to:
Department AdministratorsDepartment Administrators
Central AdministratorCentral Administrator

Click on the Click on the ‘‘SupportSupport’’ tab to view to view this screen tab to view to view this screen 



Employee SupportEmployee Support
The Support screen can be used to send an email from directly 
from TimeTraq to either the Department Administrator or the 
Agency Administrators.  

Click the radius button to choose the recipient of the email 
and then type questions in the text box.  

Don’t forget to click the ‘Send Email’ button!



Logging OffLogging Off
Logging off of TimeTraq is easy!Logging off of TimeTraq is easy!

Simply click the Simply click the ‘‘SSO LogoffSSO Logoff’’ button in the button in the 
top right of the screentop right of the screen

Click the Click the ‘‘SSO MenuSSO Menu’’ button to access other button to access other 
systems such as systems such as LeaveTraqLeaveTraq or HR Connector HR Connect



Questions?Questions?

Please let us know if you have questions or Please let us know if you have questions or 
suggestions to improve our training. suggestions to improve our training. 

Contact us at:Contact us at:
payroll@tamu.edupayroll@tamu.edu

Or Or 
845845--27112711

mailto:payroll@tamu.edu
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