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How Do I Look Up My 

Employee Classification?
Employee Self-Service
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Access UTShare/PeopleSoft through myUTSA, or go to: https://my.utshare.utsystem.edu/

Navigate to Employee 
Self-Service Menu
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Select the Time and 
Attendance icon
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1. Employee Type options: 
Salaried or Hourly

2. FLSA Status options: Non-
exempt or Exempt 

3. Employee Class options: 
Classified, Student, Work 
Study, or Administrative & 
Professional

1.

2.

3.Best Boss

Employee One

The employee classification determines how and when time is reported, as 
well as when an employee is paid (monthly or semi-monthly).

The employee classification is 
determined by a combination 
of Employee Class, Employee Type 
and FLSA Status.
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The 
system 
calculates 
total hours 
for each 
day.

Best Boss

Employee OneNon-exempt employees report their time 
when work starts (In column) and ends (Out
column) for each work period.
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Best Boss

Employee OneExempt employees report time by 
entering the total sum of hours for 
each day.
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Select Sign Out to sign out of PeopleSoft
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Close the browser to securely end the 
PeopleSoft online session



Thank you!
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