Filling and submitting an e-TARF

1. On STC's website click on Faculty/Staff.
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2. Under Resources for Faculty & Staff click on Workday Time button.

Resources for Faculty & Staff

WORKDAY IS HERE

)
@ First Day with Workday W Workday Login
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.‘“ JagNet H- BlackBoard

@ Web Mail @ Workday Time

B Service Desk Tickets X Facilities Request

3. Under Resources click on Electronic Time Adjustment Request Form.

Resources

Electronic Time Adjustment Biweekly Payroll Calendar

Request Form

Employee Resources
Watch: Employee Workday Time Tracking Training Video
Checking In and Out - Hourly Employees (PDF)
Registro de Entrada y Salida - Empleados Por Hora (PDF)
Checking In and Out - Mobile App - Hourly Employees (PDF)
Review and Submit Hours - Hourly Employees (PDF)
Revisar y Enviar Horas - Empleados Por Hora (PDF)
Review and Submit Hours - Mobile App - Hourly Employees (PDF)
TARF PowerPoint Presentation (PDF)

TARF Employee Manual (PDF)
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4.  Enter your credentials. If your account is already displayed on the screen,

you will select your account.

_ »
:' M|clrosoft ‘l 'S%TLEE?S
ign in
| Pick an account

Or
m I @50 uthtexascollege.edu

-I— Use another account
Q Sign-in options

5. You will be directed to the form in Power Apps. Click the New Request
button.

Power Apps | Time Adjustment Request Form

Ty
L

TIME ADJUSTMENT REQUEST FORM

Please use the following format when
providing details on the adjustments:

Date:
time in - time out [, additional adjustments
that date]

EXAMPLES

mm/dd/yyyy:

:00am - 12:00pm, 1:00pm - 5:00pm
mm/ddiyyyy:

8:00am-10:00am

Note: You may add muitiple days per
submission.

An email will be sent to your supervisor
upon submission for approval.

New Request

6.  Enter the required fields. Attachments are optional but you can use this
section to upload any conference schedules that you may have attended. Click on

submit by clicking on the check mark at the top right corner of the form.
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I Emplovee 1D B

Example: 100001234

* Supervisor

Search by Email or Name

E

* Start Date

12/31/2001 |
* End Date

12/31/2001

*

Time Adjustments
01/01/2018: 8:00am - 12:00pm, 1:00pm - 5:00pm

* Reason

Reason for adjustment

Attachments

| There is nothing attached

7. To search for your Workday Employee ID click on the Profile icon on the
upper right corner of your screen. Click on View Profile and your WD Employee

ID will be displayed under Job Details.

f’p & z 8 Job Details

Employee ID I

View Profile

8.  You will know you successfully submitted the e-TARF when you see the following

message at the upper left corner of your screen.

() Your Time Adjustment Request has been submitted successfully
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9. You will receive an email confirmation in Outlook from SharePoint
Administrator notifying you that your time adjustment has been either

approved or rejected by your supervisor.

Approved

From Subject Received ¥

I ShareEoint Administrator I Time Adjustment Request: Approved Wed 11/12/2025 8:32 AM
I Your Time Adjustment Request has been approved.

Time Adjustment Request: Approved

IShareEOint Administrator I
To I

L

IYour Time Adjustment Request has been approved. I

Comments, if any:

Submission Info

Dates - 2025-11-11 to 2025-11-11

Time Adjustments - 11/11/2025 1:30 - 5:30pm
Reason: forgot to check back in from lunch.

Thank you.

It is your responsibility to ensure it is posted in Workday before reviewing and

submitting your hours on your time calendar.

Rejected

From Subject Received ¥
|ShareEoint Administrator I Time Adjustment Request: Rejected Wed 1/15/2025 8:29 AM
I tour Time Adjustment Request has been rejected,

hime Adjustment Request: Rejected

IShareEoint Administrator |
To I

Your Time Adjustment Request has been rejected.l

Comments, if any:

Submission Info

Dates - 2025-01-14 to 2025-01-14

Time Adjustments - 01/14/2024: 5:30am
Reason: forgot to check-out

Thank you.
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Please check the comments if provided in the email you received from SharePoint
Administrator or inquire with your supervisor the reason why it was rejected. If a
correction is needed, you will need to re-submit a new electronic time adjustment

request form.

10. This is the confirmation you will receive through Microsoft TEAMS. The
Activity pane will open with the status of your e-TARF submission. It will notify
you if your time adjustment request form has been approved or rejected by

your supervisor.

19
L Activity oo Q
Activity

Unread @Mentions Tag mentions

gﬁg FI_I'Ial staﬂ_:us: Approved 1/13
e Time Adjustment Request for: _

Approvals

¢ Approvals X
Approval request details

Approved

Time Adjustment Request for: I

Greetings,

You are receiving this email because || JJJJEEE=: 2 time adjustment request
that needs to be reviewed by you. The request details can be found below.

Employee: NN /ssist-nt NN
Workday 1D: 100000l

Date Range: 2026-01-09 to 2026-01-09

Time Adjustments: 01/09/2026: 8:00am - 12pm

Reason: forgot to check-in for the morning.

. & & & @

Instructions:

If the request information is correct, click “Approve” below and login to Workday
and enter the information.

If there is an issue with this request, click on "Reject”, and inform your employee of
the corrections needed so that they can resubmit the request with the correct
information.

Save as PDF
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11. To verify time entry from your supervisor, click Menu on the upper left
corner in Workday. Click on Personal and then click Time. You will be directed

to the Enter Time worklet, select the week the adjustment will be applied to.

Menu Shorteuts .
Enter Time

{i] Home

—_— This Week (14 Hours)
Organization v
2 Payroll . Last Week (33 Hours)
a -

Welcome Select Week

12. Hours display Not Submitted. Click the Review button.

— —
13. Review again all is correct. Add comment and click Submit.
Submit Time X

By clicking the Submit button, you indicate that all hours reported are true and complete and that all reported time complies with
our policies

Following date range will be submitted for approval

I 0 Hours

Total for N
Regular 40

Overtime 0

Holiday 0

Paid Time Off 0

Leave Paid- College Closed 0

on-Call 0

Total 40

enter your comment

to submit reviewed time for the week. ‘

Come D [GED)

7\ M sourH TEXAS

WOI"k ay. ~A. COLLEGE



14. You will receive a message that your time has been submitted.

You have submitted

Up Next: Time Entry: -
40 hours from - Approval by...

View Details

15. Return to your time calendar. You will see that your time now displays

Submitted and is ready for your supervisor to approve.

Worked Time Worked Time Worked Time Worked Time Worked Time
8:00am - 1:00pm 8:00am - 1:00pm 8:00am - 1:00pm 8:00am - 1:00pm 8:00am - 12:00pm
5 Hours 5 Hours 5 Hours 5 Hours 4 Hours

|Submitted Submitted Submitted Submitted Submitted |
Worked Time Worked Time Worked Time Worked Time
1:30pm - 5:30pm 1:30pm - 5:30pm 1:30pm - 5:30pm 1:30pm - 5:30pm
4 Hours 4 Hours 4 Hours 4 Hours

| Submitted Submitted Submitted Submitted |

16. Once your supervisor approves your hours, the time block will be

highlighted with a green bar on the left and a green check mark will appear

next to Approved.

Worked Time Worked Time Worked Time Worked Time Worked Time

8:00am - 1:00pm 8:00am - 1:00pm 8:00am - 1:00pm 8:00am - 1:00pm 8:00am - 12:00pm

5 Hours 5 Hours 5 Hours 5Hours 4 Hours

~ Approved ~ Approved + Approved + Approved

-»>

Worked Time Worked Time Worked Time Worked Time

1:30pm - 5:30pm 1:30pm - 5:30pm 1:30pm - 5:30pm 1:30pm - 5:30pm

4 Hours 4 Hours 4 Hours 4 Hours

+ Approved + Approved ~ Approved + Approved
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*Please keep in mind that the electronic time adjustment request form is a stand-
alone system and is not connected to Workday. This means that your supervisor

will need to make the correction on your time calendar in Workday.
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