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Overview 
 

Monthly Employee Time Entry-Time Reporter 
 

For the purpose of Time & Labor all monthly employees who currently report leave time on a timesheet 
are classified as Time Reporters.  This training guide will walk Time Reporters through logging into 
PeopleSoft and recording their time in P.A.S.S.  Users will log into PeopleSoft at www.my.uh.edu  
using their User ID and password.  If the User ID/password is unknown the users may click on “Request 
a New Password” or “Request my User ID” to have a new password or their User ID  emailed to them. 
 
Time Reporters will record their elapsed time (leave time) on the Timesheet.  Time Reporters can click 
on the Balance link to view current leave balances. 

 
Navigation:  P.A.S.S.>Time Reporting>Timesheet   

  The timesheet will appear 

      
 The Time Reporter needs to set the time sheet to the week that time is to be reported.  The Time  
 Reporter has several options in getting to the proper date.  The Time Reporter can enter the date into the 

DATE field and press the refresh button, or the Time Reporter can press the Previous Week or the Next  
Week links to move the calendar forwards or backwards. 

 
Once the proper date has been displayed then the Time Reporter can enter in the elapsed time that needs  
to be reported.  The Time Reporter will enter the number of hours that needs to be reported and then  
select the proper Time Reporting Code from the drop down list.  If the Time Reporter is entering in  
vacation (170) or sick (180) then the system will validate that the Time Reporter has the necessary  
time in their leave accounts to cover the elapsed time.  The Time Reporter can check to see how much  
vacation/sick leave they have available by selecting the Balances – Click to View link. 
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The leave balances will appear by plan type 
 

 
 
In this case the employee has both Sick and Vacation time available.  The system will not allow the  
Time Reporter to enter more Sick/Vacation time than they have available.  If the Time Reporter is going  
to enter Vacation time then the following steps should be followed: 
 

 Check to see if there is sufficient vacation to be used.  This is done by clicking on the Balance 
– click to view link. 

 Position the timesheet to the date that vacation will be taken.  This is done by either entering in 
the date in the DATE field or using the Previous Week or Next Week links to position the 
calendar. 

 Enter the number of hours to be taken on the date desired. 
 Select the drop down list under Time Reporting Code and select ‘170 – Vacation Used 

Salaried’. 
 Press the SUBMIT button.  This will submit the time for approval by the Time Approver and 

decrement the available vacation that the Time Reporter has available. 
 Multiple types of leave can be reported at the same time, in the instance where the employee 

has sick and vacation time to report.  The time is entered on the next line as shown below. 

 
When the submit button is pressed a confirmation notice will display, click ok. 

 
If a change needs to be made to the time submitted, the employee can go in and click the minus (-) sign 
to the right of the reported time line, a message will appear asking you to confirm the deletion.  Click 
yes to delete.  Click the submit button to save the change. 
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The Time Reporter can add comments by clicking on the comment icon; a comments screen will appear,  
the Time Report can enter the comments in the comment box and click the save button. 

 
The timesheet will display and the comment icon will have lines in it indicating comments are available. 

 
The Time Reporter can review their balances and see that the elapsed time has been decremented from 
the Vacation/Sick balances. 

 
Once the time has been submitted then the Time Approver will approve the time so that the time will  
be passed to the payroll system so that the elapsed time will be recorded in payroll. 
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In the event there are not enough hours in the leave bank for the amount of time requested, a message  



    
 
will appear on screen advising the Time reporter the hours exceed the balance.  The request will not be  
saved.  In the example below, the Time Approver entered 8 hours of vacation and has only 4 hours 
in their Vacation bank.   

 
In this instance, the Time Reporter may enter the 4 hours of vacation available  
and enter 4 hours of unpaid leave using the Time Reporting Code of 420 and click submit. 

 
 
 
 

 The last page of this training guide can be used as a one page guide that highlights most of the  
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The Time Reporting Codes drop down list consists of the following codes: 
 

 

Click Previous Week or Next 
week to advance to the week 
time will be entered. 

Enter the date and click 
refresh to advance to the 
desired date. 

Click the submit button after all hours or changes are made. 

Click the blue links to provide 
full display of the data. 

See the list of Time 
Reporting Codes below 

Click the 
– sign to 
delete 
rows or 
the + sign 
to add 
rows. 

Click the comment 
icon to advance to 
comment screen. 
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