
TimeTraq – Employee Instructions 
TimeTraq is the new web-based system which will provide an easy-to-use method for 
employees and managers to enter, submit, and approve timesheets electronically. Paper 
timesheets will no longer be submitted. Effective immediately, employees will submit hours 
worked through TimeTraq. The following instructions are provided to guide you, the employee, 
through the timesheet submission process. 
 

TimeTraq is accessed through Single Sign On at https://sso.tamu.edu/. If you have not used 
Single Sign On before click New Employees – Set up your password, and follow instructions 

TimeTraq will appear on your Single Sign On Menu. 
 
Click on TimeTraq 
 

 

 

The Employee Home Page displays pay period information for each time sheet, allows the employee to 
select other sections of their record, and gain additional information through the help menu. 

 

Function Tabs

Help Menu 

Timesheets

 

Below is an example of the Simple Timesheet 
You may enter time in the hours fields indicated or you may click on the blue 
 ‘Fill From Schedule’ button if a schedule has been selected on your record in TimeTraq. 
*FYI…. Leave hours cannot be edited in TimeTraq. 



 

 
 

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

Enter Hours Worked 

Allows edits to 
be saved and 
exits timesheet

Allows for edits to be 
saved without exiting 
timesheet 

Submits timesheet to Manager 
Allows current edits to 
be cancelled and 
reinstates previous 
entries

 
 
 
 
 
 
 

 
 

 
 
 
 

Click the certification box if your 
hours are true and correct.  

Submit or Return Timesheet

If you have additional questions or problems contact PVAMU Payroll Services at 936-261-1904. 
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Below is an example of the Simple Timesheet

You may enter time in the hours fields indicated or you may click on the blue

 ‘Fill From Schedule’ button if a schedule has been selected on your record in TimeTraq.

*FYI…. Leave hours cannot be edited in TimeTraq.
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Submits timesheet to Manager
) (
Allows current edits to be cancelled and reinstates previous entries
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Allows edits to be saved and exits timesheet
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Allows for edits to be saved without exiting timesheet
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Submitted LeaveTraq hours will automatically appear as part of your TimeTraq timesheet under the ‘Leave (Paid)’ column.
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Enter Hours Worked
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Click the certification box 
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If you have additional questions or problems contact PVAMU Payroll Services at 936-261-1904.
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Timesheets - Microsoft Internet Explorer provided by Division of Finance
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Manager, Wallace, Damon Uin 501007571 Relationship Self
Employee Dwarf, Grumpy Uin 514000674 Job Title Equipment Manager
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Time Entry
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Timesheet Submission
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By checking the box below I give my certification to the hours and work performed during the period covered by
this timesheet.

[J1 certify that the hours reported on this form are true and correct.

Comments
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