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Time Approval with ONE.UF

ONE.UF is a platform that provides convenient access to various functions for
Faculty, Staff and Students. Time Approval is one of the first modules available in
ONE.UF. ONE.UF can be accessed from nearly any smart phone, tablet or desktop
computer using one simple URL. ONE.UF modules will be accessible via the ONE.UF

Dashboard or through a direct link to the module.

The ONE.UF Time Approval module is a convenient alternative for those who
possess the appropriate security roles to approve time. It is not a replacement to
the current Time Approval process conducted within myUFL. The current myUFL
Time Approval process remains available and accessible. You must have the
UF_TL_DEPT_APPROVER or UF_TL_DEPT_PROCESSOR role to use the ONE.UF Time

Approval module.

Time and labor approvers are reminded that while this interface is a new option,
their responsibilities remain the same: Approval of time and leave conveys you are
verifying that the entries are accurate. This, in turn, allows for proper payment to
the employee. Approvers are still expected to work with the employees and their
payroll processors, as needed, to ensure that employees’ time entries are error-free

by working through any exceptions generated by the system.

ONE.UF is a “responsive design” which repositions the data for maximum viewing
capability based on the mobile device being used. The Instruction Guide screen
shots are from a smart phone; however, the “look and feel” are similar on all

devices.
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Navigation

1. Using the web-access device of your choice access the Time Approval modulein
ONE.UF via https://one.ufl.edu.
2. The ONE.UF main page.

(o} LOGIN ¥

Students, Faculty & Staff

UF Log in with GatorLink

Admissions Applicants

[/7 Check Application Status

Students Applicants Faculty / Staff
Manage your student life. Be a Gator. Working with The Gator
Nation.
Q Find courses currently being Q Check your status
offered a View your Teaching Schedule
Access additional resources
. =2
Register for courses =! and contacts E View Class rolls
9 See your class schedule on the Z Haven't submitted an Approve Timesheets Easily

campus map application? Start here!

C ©

Enter Final Grades

View your final grades Read the latest UF news

4
4

Read the latest UF News
‘. Monitor your academic
¥ progress
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Keep up with current UF Events

B Order a transcript

What is ONE.UF?

Central

As we work to modernize our information systems,
-4 — ONE.UF will be your central point for accessing self-
=S service functionalitv.
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3. Click the Approve Timesheets Easily link.

UF

,.‘.’ v‘* "
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Students Applicants Faculty / Staff
Manage your student life. Be a Gator. Working with The Gator Nation.
Q Find courses currently being offered Q Check your status m View your Teaching Schedule
Register for courses !l Access additional resources and contacts E View Class rolls
9 See your class schedule on the campus map Z Haven't submitted an application? Start here! ® Approve Timesheets Easily
=: View your final grades ﬁ Read the latest UF news \/ Enter Final Grades
= Monitor your academic progress m Read the latest UF News

B Order a transcript Keep up with current UF Events

A §

What is ONE.UF?

4. Log into the Time Approval application.

Approving Time

1. After logging in, either search for or expand the department that contains the

employee(s) for which you wish to approve time.

Lo [ one.ufl.eduth

ONE.UF TIME APPROVAL

62010700-HR-TRAINING-DEVELOP I
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NOTE: ONE.UF uses Time and Labor security from myUFL. Within the ONE.UF
application, you will see all the Supervisor Groups(s) and DeptID(s) to which you
have myUFL Time and Labor security. If you have set a Supervisor Group as your
default in myUFL, you can find that default group in the "GROUPS” tab of the
application, along with the other Supervisor Group(s) and DeptID(s) to which you

have security.

2. Select the employee to view time entries available for approval.
NOTE: The time entry icon indicates the number of entries to be approved. (e.g.,

Walt Blottes has two entries to be approved.)

Lo () one.ufl.edut

ONE.UF TIME APPROVAL

3. Review all time entries.
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4. Click the checkmark next to each correct entry. Or if all entries are correct you

can click the Approve All button.

11/03 8 HOURS TOTAL

MON SCK

11/10 8 HOURS TOTAL
MON VAC

ADAYS ¢ oerans
16 HRS

5. Once all time awaiting approval has been approved the time entry indicator icon

changes to 0.

6Z2010700-HR-TRAINING-DEVELOP

. Blottes,Walt
50220000 O

@D HUMAN RESOURCES, AST D

6. Continue to access any other employee and approve entered time until all pending

approvals are complete.
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Searching for Employees
If you have numerous entries to approve or can't easily find the employee(s) you

need to approve, you can search for the desired group or employees using any part of
the name.

1. Once on the time approval screen, decide whether you wish to search for

department groups or individual employees.

® EMPLOYEES O  GROUPS '

2. Enter the desired search criteria and select the employee or group if time entries

are waiting for approval.

Marks, Peter
' 94210000 0 o

@D HUMAN RESOURCES, DIREX

Training and Organizational Development October 20, 2020
UF Human Resources Page | 6



UF Human Resources
UNIVERSITY of FLORIDA

One.UF

Contacting Employees

If you notice a problem with an employee’s time entry, you can quickly notify them of

the issue so they can make any necessary corrections before you approve.

1. Select the employee, if you have not already.

2. Click the email icon associated with the entry submission in question.

11/15 6 HOURS TOTAL ’
QAT DLC

Your associated email program will open already addressed to the employee with the

corresponding subject line.

3. Type a message advising the employee of the issue and requested course of
action.

4. Send the message.

Send

Bax

subyedt 11/15 TIME APPROVAL ISSUE]

I'm not sure vou will have £0 hours of vacation leave remaining after taking 15 hours of DLC. Please
check yvour records and adjust this entry.

Details

You can also view payable time entry details for time entries awaiting approval or

recently approved for an employee.

The Details screen allows you to see a history of time entries for each employee.

The history corresponds to the same work week(s) in which there is time to be
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approved. The Details screen also provides the total number of hours entered or

schedule-loaded for the work week.

11/15 16 HOURS TOTAL @

SAT DLC

PAYABLE TIME DETAIL

8 HOURS Taken by Payroll

TMS - 115-Regular TEAMS (S)

16 HOURS Needs Approval

DLC - 280-December Vacation Cas...

8 HOURS Taken by Payroll

TMS - 115-Regular TEAMS (S)

8 HOURS Taken by Payroll

TMS - 115-Regular TEAMS (S)

8 HOURS Taken by Payroll

TMS - 115-Regular TEAMS (S)
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As a reminder:

e ONE.UF is available to all employees with the UF_TL_DEPT_APPROVER or
UF_TL_DEPT_PROCESSOR security role.

e It may also be accessed at one.uf.edu

For additional Assistance

Technical Issues Policies and Directives
The UF Computing Help Desk Office of the University Registrar
352-392-HELP 352-392-1374
helpdesk.ufl.edu reqgistrar.ufl.edu
Training and Organizational Development October 20, 2020
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Additional Help

Further resources are available at http://hr.ufl.edu/learn-grow/just-in-time-training/myufl-

toolkits/.
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