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CLASS OUTLINE

Log into CougarNet

Log into Access UH
What is Access UH?
Important services in Access UH

Navigate through PeopleSoft
Personal Information
Change Password
Time Reporting

Computer ethics



Log into CougarNet

Delete




What s
AccessUH?

AccessUH lets you use your CougarNet ID
to access many online services without
logging into each one separately.

AccessUH

Due to the People Soft maintenance, the myUH {(People Soft) 1D login via AccesslUH will be

Don’t know your CougarNet ID?

Change your CougarNet



Important services in AccessUH

P.A.S.S. (HR)-Allows employees to check benefits and
payroll info, update directory listing and much more.

Email (Exchange)-Provides email, calendar, and contact
and task lists. It is accessed via Outlook or the web.

T.A.P. (Employee Online Training)- Allows employees to
complete yearly mandatory training online.

FAMIS (Facility work order system)-Allows active
students, faculty, and staff the capability to enter
service requests.




AccessUH
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P UH Home

About Us ~

(#" Apply to UH

News and Events ~

IWantTo..~ Projects~ Resources- Programs- FAMISatUH - Contact Us

First Wave of Signage Being Installed in Arts District
As the University of Houston gets set to welcome the Alley Theatre to campus, new wayfinding signage is
being installed in the arts district to help visitors find their way around.

SEARCH PLANT OPS: | ﬂ



https://accessuh.uh.edu/login.php

Clickonthe P.A.S.S. icon

University Services

CougarCard Parking Self-Service Software Download

Administrative Services

Email (Exchange) Employee Training HR and Campus
Solutions




P.A.S.S. Main Menu

EMPLOYEE MESSAGE CENTER

Welcome to the new HR Home Page.

n the left side of the page you will find P.A.S.S. under the headings of "My Info"™ and "My Professional Development”

n the right side of the page employees with administrative roles will see quick links based on their assigned tasks under
he heading Work"

Of your convenience, we have reduced navigation by adding quick links.

he Employee Message Center will be updated periodically with new information,
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of Houston UNIVERSITY OF

Clear Lake HOUSTON - VICTORIA

Our menu has changed!




Navigating through P.A.S.S.

eTermination Checklis

Personal Information
Change My Password
e Time Reporting

My Campus Account

je My ord
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= My Campus Account

Personal Information

* You can also access your personal
information by clicking on the
shortcut in the main menu




oracie Personal Information Summary

Personal Information

e ol e Review your personal information

summary for any changes such as:
= Home address

Phone numbers

Emergency contact

Email Address

Note: It is important to provide your email address
because when you reset your CougarNet password it
will send it to the email you have provided.




Change Password

W2 Print

Wiew and Print yo

Time Reportin

£

3 Payroll and Compensation




Change Password

User ID

This will change only your
PeopleSoft password.

If your password is about to expire
you can change your current
password.

Under computer account
management you can change your
CougarNet Password.

To change your UHCL network password, use the Profiles Reset Password Tool.




Time Reporting

Report Time
Timesheet
Absence Request
View Time
Pay Time
Absence Request History
Absence Balances




Time Reporting Menu: Report Time

Time Reporting Menu lets you report
and view your time.

] i:: n ..,.'.'E‘r U = _:_ '-1 --. .1:.-, .

(f' Time Reporting
Vel )

P . - TTRTT S T T L I . T v e Spp——
= annil _4r‘| == WUIT TIMe S '=¥a = S| Antances anT more
PAEL G TEVIGRY Yl Ui, abvifiedulico wididieoal davliviea .

Report Time

VIP Tunp
Report your ime and request planne

d overime and absences our §

e

] § | Flw Waueol AL
— neancras alane oo
-—-| w1 ILE Dl oy



Time Sheet

1. View your timesheet by three

categories:
* Time Period, Day , Week
[ ' 010172014 |3 (% Refresh | << Previous Time P Next Time Period =»
2. Select the Time Frame you wish to V0172014 34 |9 Ref ' 0
view and click Refresh Scheduled Hours:  80.00 Hours

3. Day and Date
+ The day and the date of the punchiis
listed (PunchTimes)

. i Exception | In Lunch In Punch Total
4. The PunchTimes will reflect the actual

time of the punch.
. . Approved
Punch times include:

* In (When you arrive to work) Approved

 Meal (When you leave for a meal) () Sat 1l MNew
* In (When you return from a meal) () New
* Out(When you leave for the day) 116 Appraved 6:o7-44AM 12:04:56PM  1:02:26PM  3:57:29PM

Appraved 6:00:00AM 12:00:00PM  1:00:30PM  4:00:19PM
Approved H:AT-H0AM | 11:44:-16AM  12:40:50PM 3:57:17PM




#5 Scheduled Hours Ti m e S h e e.t

* Your scheduled hours for the day,
according to the schedule in the G
system |
#6 Status
e The status indicates if the hours
have been approved by the _
manager : Exception In PunchTotal  Time Reporting Code Quantity
#7 Comments () Wed o
e Any time a change is made to a
timesheet, the manager will enter
a comment . Click on the icon to O s .
view the comment. GETA4AM 120456PM  10226PM  357:29PM 503

01/01/2014 |31 |2 Refresh | << Previous Time Period Mext Time Period ==

Scheduled Hours:  80.00 Hours

Vacation - 171

AM 12:02221PM - 1:00:28PM . 3:57:40PM

11:29:01AM 12:26:29PM 3:57:09PM




Absence Request

There are two locations for an Absence
Request.

Absence request is located under Time
Reporting.

Absence Request is also located on the
main menu.

aﬁ'-:{é Time Reporting
l =
-‘"l T and review your time. schedules. request absences and more

Report Time View Timp

Report your ime and request planned overime and absences iew your schedules, forecasted, payable and comp time, exceptions and more




Absence Request: Process

Email notification: Request is approved, denied, or pushed
back or Verification via P.A.S.S.

It is important to enter your request as soon as possible.
120 days in the future to enter your leave request.

If there is a mistake with your leave request, talk to your
Ssupervisor.

Note: Once an absence request is approved, denied, or
pushed back, the employee will be notified via email. The
employee can also go to Pass and look under the absence
request history to review the status of a request.



IFRAN PASS. Employee Self-Service

' Vled, Feb 27,13 1:52PM

Favorites - Main Menu » Time Reporting » Absence Request

Request Absence

Enter Start Date, Type of Absence, and Requested fields. The absence request can

ne saved for [ater or submitted for appraval.
*Start Date;
Filter by Type:

*Absence Name:

Requestor Comments:

Absence Request

Once you click into Absence Request
Select the date you will start your absence.

Type in the date in month, day, year format or
click on the calendar icon. This will bring up a
calendar where you will be able to select the
specific date.

In the absence request form, you can also view
your absence request history.



Absence Request

| RAH P.ASS. Employee Self-Service

| Wed, Feb 27,13 1:52 PM
Favorites - Main Menu Time Reporting

Request Absence

You can simply select the type of leave you
wish to request by selecting from the
"Absence Name" drop down menu.

*Start Date:

e L - This menu will include all absence types.

*Absence Name:

Requestor Comme

* Required Field

Go To:




WS H P.ASS. Employee Self-Service

" Wed,

Feb 27,13 1:52 PM

Favorites © Main Menu >

Time Reportir
E

Request Absence

*Start Date:

End Date:

Filter by Type:

*Absence Name:

*Reason:

Partial Days:

Calculate Duration

Requestor Comments:

* Required Field

Save for Later

Go To:

Submit

ng > Absence Request

10 11 12 13 14 15 16

17 18 19 20 21 22 23

Absence Request

When you select the type of absence, multiple
fields will open up on the form.

Complete the required fields that include the
end date of your absence as well as if partial
days will be taken.

To complete the end date, you can enter the
last day of your leave in the field with the
month day year format or you may click on
the calendar icon and select the date.



Absence Request: Reasons

| BAH P.AS.S. Employee Self-Service

R — e Multiple absence types will require an additional reason.

Request Absence

* As an example, for sick days, you will need to indicate if it is for

quesedfeds. The avsence requestcan you, a spouse, a child, or a parent.
"Start Date: = View lontn Schecule  If there is additional information needed, you can add it to the
e [n = comments field. Certain types of leave may require additional
‘Absence Name: [ B curentBal 16500 documentation such as sick leave of 3 days or more, FM L,
i sason | bereavement, leave without pay, and so forth. Please verify
iy - with your supervisor what, if any, additional documentation
Caruiste Do = will be needed.

Requestor Comments:

« Afteryou complete the information requested, you can save
for later or submit it to the next approver.

* Required Field

Save for Later




Absence Request: Attachments

Attached File

Note: Please ask your supervisor to help you with attachments on an absence
request. Once an absent request has been submitted you can’t go back to attach
a document.

1|

Add Attachment ~ View Attachment  Delete Attachment

Add Attachment  View Attachmen  Delete Attachment

eturn

w Donor Verfication
ar
r Verification
pcument
to Work Authorization



Absence Request: Partial Days

| HWEH P.AS.S. Employee Self-Service

" Wed, Feb 27,13 1:52 PM
Favorites ° Main Menu > Time Reporting > Absence Request

Request Absence

“*If you take partial days, select the days
Enter Start Date, Typ enc elds. The absence request can if it iS:
oe saved for later or dfo . The fi rst day'

*Start Date: 02 3 |§ View Monthly Schedule ° IaSt day'

e T e both the first and last day

*Absence Name: Sick |z Current Bal . .
= o if all of the da_ys you are requesting
leave are partial.

Duration:

Calculate D

Requestor Comments:

* Required Field

Save for Later Submit

GoTo: View Absence Request Histor




Calculation Duration for Partial Days

AN P.ASS Employee Self-Service

~ Vied, Feb 27,13  1:52 PM

After you indicate that you will be taking partial
Request Absence days for your leave request, the field, for the
hours will appear.

Enter the requested leave hours for the partial
*Start Date: 0 3 Jiew Monthly Schedule days-

End Date:

i W When you click on calculate duration, it will
el = calculate the hours for the partial days in the

*Reason:

| duration field.

Start Day Hours:

e After you complete the information requested,
you can save for later or submit it to the next
approver.

Requestor Comments:

* Required Field

Save for Later Submit

Go To: iew Absence Request Histor



Absence Request: Partial Days

Submit Confirmation

ﬁ/ The Absence Request was successfully submitted.

When you submit the form, you will receive a
confirmation. Click "ok" to confirm the request.



Absence Request: Status

Approved: request has been granted

Cancel: absence request was denied or pushed back to
be edited or cancelled.

Deny: used when a Time Approver denies an
employee’s absence request for leave.

Push Back: sent to the employee to edit, resubmit, or
cancel if the request isn't going to be modified or
taken.

Note: If your absence request is denied, cancelled, or
push backed, you need to go back and delete it.



Absence Request: Detalls

Request Details

s After you click "OK,"” you will be able to view the
Detis status.

Start Date: 1211772012

end Date: Notice that the status is pending approval once
Absence Name: Sick Current Balance: 0,00 ** you submit the request.

Reason: Employee/Self Projected Bal

PartialDays:  Mone The request will be sent to your department

Duration: Hours

o approvers for authorization.

Status: Submitted

a .
Submitted Waggoner

AbsenceManagement




Time Reporting Menu: View Time

:"-:”1"-‘*- and review vo "i""": arhadilae r
RepOI and review Your time, stnedules

Report Time

d comp fime, exceptions and more




Time Reporting Menu: View Time

Pavable/Reported Time Summarv

paid

Start Date: 01 1 End Date:

Reporting Description

Regular E

Select Day Date Status Punch Total Time Reporting Code } Quantity Taskgroup
N

P 1:0
0:00PM 1:01




Absence Request History

:"-:”1"-‘*- and review vo "i""": arhadilae r
RepOI and review Your time, stnedules

Report Time

d comp fime, exceptions and more




Time Reporting Menu: View

Main Menu > Time Reporting

Absence Request History

Status

Through:

Absence Request History

02/21/2014

Start Date

26/2013

11/
10/

24/2013

3/2013

0/2013

2013

11/

30/

10/2¢

09/

End Date

2013

/2013

7/2013

08/2

2013

Duration
24 Hours
16 Hours
8 Hours

16 Hours

16 Hours

Requested By

Employee

Time

Edit
Edit

Edit
Edit
Edit
Edit
Edit



sence Request History: Status

Main Menu > Time Reporting > Absence Request History

Absence Request History

Saved: Not yet submitted

Submit: Once a request
has been submitted, you
cannot go back and attach

documents. Status Start Date End Date Duration Requested By Edit
/26/2013 11/30/2013 24 Hours mployee Edit

Through: [02/21/2014

2013 316 Hours Employee Edit
A d 72013 /2013 8 Hours Employee Edit
pprove 08/23/2013 08/24/2013 16 Hours Employee Edit

0/2013 08/13/2013 16 Hours Employe Edit

08/09/2013 08/09/2013 8 Hours mployee Edit




Absence Balances

Report Time

Re our tme and request planned overtme and absences ' QUIES, Torecaste omp time, exceptions and more




Absence Balances

e Absence Balances lets you view how much sick time and
vacation time you have.

ORACLE

View Absence Balances
s. Leave balances include requests that have not been
pervisor or department time administrator with

Balance

GoTo:  Request Absence
View Absence Request History

View Monthly Schedule




Computer Ethics

Do not give your password to anyone.
Passwords are intended to protect your
computer and your files.

Please use a computer in ways that ensures
consideration and respect for other people.

: Abuse of guidelines will revoke entrance
into lab. Below is the link for the UH IT policies
and procedures that should be followed:


http://www.uh.edu/infotech/policies/index.php

This concludes Training 102

Questions?




	Slide Number 1
	�What is C.L.I.C.K.?
	Slide Number 3
	Slide Number 4
	CLASS OUTLINE 
	Log into CougarNet  
	What is AccessUH?
	Important services in AccessUH
	Slide Number 9
	Click on the P.A.S.S. icon
	P.A.S.S. Main Menu 
	Navigating through P.A.S.S.
	Personal Information
	Personal Information Summary 
	Change Password 
	Change Password
	Time Reporting
	Time Reporting Menu: Report Time 
	Time Sheet
	Time Sheet 
	Absence Request
	Absence Request: Process
	Absence Request
	Absence Request
	Absence Request
	Absence Request: Reasons 
	Absence Request: Attachments 
	Absence Request: Partial Days 
	Calculation Duration for Partial Days
	Absence Request: Partial Days 
	Absence Request: Status
	Absence Request: Details
	Time Reporting Menu: View Time
	Time Reporting Menu: View Time
	Absence Request History 
	Time Reporting Menu: View Time
	Absence Request History: Status 
	Absence Balances 
	Absence Balances 
	Computer Ethics 
	Slide Number 41

