Guide to Time and Labor TrainingCourses

To access the training, log in to Learn2Suceed by visiting go.uth.edu/learn through Google Chrome or
Mozilla Firefox.

e Login using your username and password.
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Change Password | Password Help

WARNING! You are currently accessing a protected information resource. Unauthorized use is PROHIBITED! Usage of this system
may be subject to security testing and monitoring. Misuse is subject to criminal prosecution. There is no expeciation of privacy except as
otherwise provided by applicable privacy laws.

Privacy & Security | Contact | UTHealth

e Once logged in, click on “Search”
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e Type “Time and Labor” in the Search Box, then click “Find”

Catalog Search

Search

Time and Labor @ {} ADVANCED SEARCH

o Click the “PeopleSoft HCM Time & Labor Training” (this is for all employees)
Catalog Search

Search
Time and Labor m -[:} ADVANCED SEARCH
NARROW RESULTS ™y ]= RELEVANCE
B IMEMTYPES PeopleSoft HCM Time & Labor Training u
Course (2) TLSE. Version 9.2 revised 05/27/2015. This is a ine training course for PeopleSoft HCM Time and Labor
B CATEGORIES end users (Bi-Weekly, Exempt, Houry, and Mon- ). If users will also be a Time Approver, them... more
Administrative Systems (2} TYPE Course STATUS Incomplete

Payroll {Time & Labor) (2)

START DATE PeopleSoft HCM Time & Labor for Approvers u
ILT LOCATIONS TLAR Version 9.2 revised 05/29/2015. This is an online self-paced course for users who are Time Approvers
or who have the autherity temporarily delegated to them by an authorized manager/supervisor. This... more

Enrollments with Seats Available
[0y TYPE Course STATUS Incomplete

e C(lick Launch
Catalog Search

Search < BACK

PeopleSoft HCM Time & Labor Training
0=

COMPLETED
S=arch FeopleSoft HCM Time &amgp: Labor Training

TLSS. Version 9.2 revised 05/27/2015. This is an online fraining course for PeopleSoft HCM Time and Labor end users (Bi-Weekly, Exempt, Hourly, and Mon-Egempt).
If users will also be a Time Approver, then they should also complete the People Soft HCM Time & Labor for Approvers online fraining.

TYPE Course AUTHOR Information Technology Training
DATE ADDED Dec 21 2015 10:21 AM CST DURATION 2
START DATE .Jul 09 2018 12:08 PM CDT PUBLISHER Information Technology Training
CATEGORY Administrative Systems, Payroll (Time & SERIES NUMBER HCM Version 9.2
Labor)

COURSE LEVEL Infro

COURSE NUMBER TL

CREINTS 2
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¢ You will need to complete the course that coincides with your pay status. Please refer to your offer letter to determine.
Sl B

UTHglglth Learn2Succeed

The University of Texas Success Starts Here!

Health Science Center at Houston
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Welcome to PeopleSoft HCM Time & Labor Training

PURPOSE
The purpoese of this training is to provide a foundation for UTHealth

employeas in understanding what tools are available to them within
Employee Self Service for time reporting purposes.

= All courses are delivered in an online modality.
* Users must have access to the internet and a computer to
complete coursework.

Getting Started
Click the link below for your assigned pay classification to begin training.

Users should only complete the training section that is applicable to
them.

« PeopleSoft HCM Time & Labor for Bi-Weekly Pay Employees

* PeopleSoft HCM Time & Labor for Semi-Monthly Pay Exempt
Employees

« PeopleSoft HCM Time and Labor Semi-Monthly Pay Hourly
Employees

= PeopleSoft HCM Time & Labor Semi-Monthly Pay Non-
Exempt Employees

Course content will open in a new window or tab depending on your
browser set-up. Ensure any pop-up blockers are disabled, if you are
unsure of how to do this, please contact the Help Desk at 713-486-
4848. This course should be viewed using Internet Explorer.

Your employee type and pay schedule will determine which course you choose.

a. Biweekly hourly punch employees will take the course labeled “PeopleSoft HCM Time &
Labor for Biweekly Pay Employees”

b. Semi-Monthly Salaried Exempt employees will take course labeled “PeopleSoft HCM
Time & Labor for Semi-Monthly Pay Exempt Employees”

c. Semi-Monthly Hourly employees will take course labeled “PeopleSoft HCM Time & Labor
for Semi-Monthly Pay Hourly Employees”

d. Semi-Monthly Salaried Non-Exempt employees will take course labeled “PeopleSoft HCM
Time & Labor for Semi-Monthly Pay Non-Exempt Employees”

If you should have any questions regarding the self service applications, please feel free to email the Payroll
department at payroll@uth.tmc.edu or at 713-500-3962.
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