iversity of Texas at San Antonio

UTSA Business Affairs

Welcome!
Please login using the following navigation to access the
PeopleSoft training system.
* Type in in the URL of Google or Firefox.

ssssssssssssssssssssssssss

Business Inforn

eeeeeee

pppppp

FFFFFFFFF
— Job Aids

* Click on the TRN Portal link. Sign in using your ABC123 and password.
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UTSA Business Affairs

PeopleSoft HCM
Fluid User Interface and
PeopleSoft Update Manager

(PUM) Training
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UTSA Business Affairs

Agenda

* Introducing Fluid User Interface and PeopleSoft Upgrade Manager (PUM)
* Overview of the Fluid User Interface

* New Navigation for UTSA End-Users

 Employee and Manager Self Service
* eForms Requesters and Approvers

e Department Administrators

* Timekeepers

* LABs — Assistance after Implementation
* Contact Information
* Questions

Business Affairs (utsa.edu/businessaffairs/)
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UTSA Business Affairs

What is Changing?
* The Navigation

Talent Profile Personal Details
MrLinks Select One: v
Perscasize Content | Layot
Employee Self Service m
Time Reporting

Departmental Administrator

rev) My Home Page
My Caroer Benefits Summary Time and Attendance UTSA Announcements
Retirement Gurd

Employee Leave Summary

IMPORTANT - Pay Advice ESS Instructions.
W . Carlos Gonzales
: - (\a REMINDER: Notice to all benefits elighi employees regar
-] . > Carlos Gonzales
R st . g Vour Compenaatory T Sances
- - My Reports
SckLeave ‘ s - . . -
- pes 2
e
UTSA Business Solutons Conter o)

Total Contracts Manager

Rowdy Exchange

y Exchange Training Snippets

98 Recs
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UTSA Business Affairs

Why are We Making these Changes?

* PeopleSoft Upgraded in 2019

* Provided enhancements to vouchers, expenses, and authorizations in the Financial
Management Suite (FMS); not much changed in the Human Capital Management Suite (HCM)

* Set the university up to improve processes and functionality that affect UTSA faculty and staff

* Fluid User Interface facilitates the User Experience
» Easier navigation and improved accessibility across various electronic devices (desktop,
tablets, phones)
* PeopleSoft Update Manager (PUM)

* New version of PeopleSoft with enhanced features to benefits UTSA and other UT System
academic institutions that share PeopleSoft

» Allows for more frequent updates/fixes resulting in improvement to business processes

Business Affairs (utsa.edu/businessaffairs/)
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Overview of
PeopleSoft Fluid User Interface
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UTSA Business Affairs

New Terminology - Classic Menus vs Fluid Ul

Classic Flud

Home Page Tabs Landing Pages

Navigational Links Tiles

Menu “Breadcrumb” Navigation NavBar

Pixel Perfect Page Design Fluid Personalization

Global Search is on Menu Bar Global Search is on Fluid Header
N/A Fluid Personalization

Business Affairs (utsa.edu/businessaffairs/)
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UTSA Business Affairs

Current ‘Classic’ Home Page

AddtoMyLnks  Signout

uT8sianc [N
- MyLinks Select One: v

Personakze: Content | Layout
Employee Self Service =2 o~}

Time Reporting

Payroli & Compe:

My Career

Personal Informatio

System Ann
Retirement Guide A L

Absence Our:

:
R =
Total Contracts Manager
Rowdy Exchange

y Excha

y ge Training Snippets
pyng 8 Requistion to 8 New Carnt

Xtender

desms—————|

Add a Task
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UTSA Business Affairs

New Fluid Home Page

Talent Profile

¥ Employee Self Service

Payroll and Compensation

(/ﬂ {
By

UTSA Announcemen ts
IMPORTANT - Pay Advice ESS Instructions

Carlos Gonzales.

REMINDER: Notice to all benefits efigible employees regar
Carlos Gonzales

UTSA Business Solutions Center

Rowdy
Exchange

Xtender

Business Affairs (utsa.edu/businessaffairs/)

Landing pages
bring together
information
relevant to a
specific role.

* Access
multiple
Homepages

* Create
Personal
Homepages




The University of Texas at San Antonio

UTSA Business Affairs

Home: New Concept —Landing Pages

d * The default

Benefits Summa .
IMPORTANT - Pay Advice ESS Instructions La n d I n g
& 'Y . Carlos Gonzales.
.
+ ﬂ @ REMINDER: Notice to all benefits eligible employees regar ... Pa ge l S
Carlos Gonzales.

—r Employee
Self Service
 Two
primary

Landing
Pages: ESS
and MSS

Business Affairs (utsa.edu/businessaffairs/)
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UTSA Business Affairs

Landing Pages: New Concept -Tiles

¥ Employee Self Service

Talent Profile Payroll and Compensation

B  Tiles act like
buttons
> Epalieie
T go to an
Application
T ——— page
. * Also known
as Pagelets
or Navigation

Collection

REMINDER: Motice to all benefits eligible employees regar
Carlos Gonzales.

Business Affairs (utsa.edu/businessaffairs/)
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UTSA Business Affairs

Tiles: New Concept — Navigation Collection

% Pay Paychecks
-
"~ Direct Deposit ‘
Check Date Company Pay Begin Date / Pay End Date Net Pay Paycheck Number
s University of T San Ant o8/01/2019 3 3100472778
103 niversity of Texas, San Anton
097032019 n ¥ 08/31/2019 >
- View W-2/W-2¢c Forms
08/01/2019 University of Texas, San Anton 070172015 5 3100466239
101/ iversity xas, s >
i W-2/W-2c Consent 07/31/2019
01 University of Texas, San Anton 06/01/2019 3 3100459675 >
070172013 ’ ' 06/30/2018
05/01/2019
103/ University of T . San A $ 3100453513
06/03/2019 niversity of Texas, San Anton 0513172018 ® ’
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UTSA Business Affairs

Using Fluid Homepage Controls

v Employee Se¥f Service

Home

Search

Notifications

Actions List

NavBar

off-J i Q>
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Using Fluid Homepage Controls (continued)

I:::ll' mprn Sl Service
m Sea rC h w Mew Sesarch View Search Results
A Doy
Npyaalor
B yrwvecat i

Search | Choas
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Using Fluid Homepage Controls (continued)

Notifications h

- Action List Add to Homepage

Add to MavBar
Add to Favorites

My Preferences

Sign Out

Business Affairs (utsa.edu/businessaffairs/)
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Using Fluid Homepage Controls (continued)

NavBar © Recent Places

My Favorites

E Navigator

Y Approvals

Classic Home

Business Affairs (utsa.edu/businessaffairs/)
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UTSA Business Affairs

Actions List: Personalization - Favorites

Employee Self Service

w5 Pay PayCheeks Add to Homepage
-
7 Direct Deposit Add to NavBar
Check Date Company Pay Begin Date / Pay End Date Net Pay Paycheck Number
&~ W-4 Tax Information 08/01/2019 Add to Favorites
103/, University of Te San Ant 2565.49 3100471588
= 09/03/2019 niversity of Texas, San Anton 083112019 $. >
1 View W-2/W-2¢c Forms Help
07/01/2019
08/01/2019 University of Texas, San Anton ; $2563.07 3100465148 >
T W-2IW-2e Consent 07/31/2019 Sign Out
Uni ity of Te San Ant 0610112019 $254835 3100458590
101/, niversity of lexas, san Anton
07/01/2019 Y 063012019 >
Uni ity of Te San Ant 05/012019 $2548.36 3100452161
103/ niversity of Texas, San Anton >
06/0372019 Y 0573112019
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John Doe
Training Specialst

iy Addresses

¢, Contact Details

8 Marital Status

FE Name

sk Ethnic Groups

Q Emergency Contacls
&, Additional Information
&, Disability

&b Veteran Status

& Form!-9

The University of Texas at San Antonio

©

UTSA Business Affairs

Device Functionality: Desktops

{ Employee Self Service

Addresses

Home Address
901 llinois Avenue North
Dallas, TX 75039

Mailing

No data exisis.

Add Mailing Address

Personal Details

Cument b

PeopleSoft Fluid Enables Mobility on
Any Device

Business Affairs (utsa.edu/businessaffairs/)
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UTSA Business Affairs

Device Functionality: Tablets

Tablet (Portrait) Tablet (Portrait)- Left Panel

Notice How the Left Panel
Slides Away.

If the Left Panel Needs to
Be Accessed to Switch
Categories, It’s Just a Simple
Click Away.

By Clicking the
Tab on the Left,
the Information
that is Visible By
Default is
Displayed.

Left Panel Slides Away

Business Affairs (utsa.edu/businessaffairs/)
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UTSA Business Affairs

Device Functionality: Smart Phone

On a Smart phone the Back-button
Changes to an Icon

Business Affairs (utsa.edu/businessaffairs/)
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Navigation for UTSA End-Users
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Employee Self Service Navigation
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UTSA Business Affairs

Employee Self-Service Landing Page - Tiles

e Tiles act
like buttons

 TapaTile
to go to an
Application
page

* Also known
as Pagelets

Business Affairs (utsa.edu/businessaffairs/)
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UTSA Business Affairs

Payroll and Compensation: Navigation Collection

@ Employee Self Service Payroll and Compensation A Q ™
k% Pay Paychecks
v
i~ Direct Deposit
Check Date Company Pay Begin Date / Pay End Date Net Pay Paycheck Number
e s e University of Texas, San Anton dniens $ 3100472778
103/, iversity 7
09/03/2019 v Y 0813172019
i View W-2/W-2c Forms
08/01/2019 University of Texas, San Ant s $ 3100466239
N01/. niversity X n Anton >
i~ W-2/W-2c Consent A
06/01/2019
07/01/2019 University of Texas, San Anton 063012019 $ 3100459675 >
University of T San Ant ey $ 3100453513
V03, niver: { X n Anton
06/03/2019 ersity of Texas, Sa 0] 0513172019
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UTSA Business Affairs

Pay: Page

© Employee Self Service ayroll and Compensation

u% Pay Paychecks

5 Direct Deposit

Check Date Company Pay Begin Date / Pay End Date Net Pay Paycheck Number
W-4 Tax Information Uni o of - 08/01/2019 5 3100472778
103 niversity of Texas, San Anton
09/03/2019 y TEAE :
T View W-2/W-2c Forms
07/01/2019
08/01/2019 University of Texas, San Anton 07131201 5 3100466239 4
f W-2/W-2c Consent e
- 06/01/2019
07/01/2019 University of Texas, San Anton § 3100453675 4
Cancel Filter |Done‘
06/03/2019 University of Texas, San Anton 3100453513 >

4

From | 06/03/2019

4

To 0%/03/2019

Business Affairs (utsa.edu/businessaffairs/)
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UTSA Business Affairs

Employee Self-Service: Landing Page

¥ Employee Self Service

Talent Profile Payroll and Compensation Personal Details

() «

Benefits Summary Time and Attendance UTSA Announcements

IMPORTANT - Pay Advice ESS Instructions
Carlos Gonzales

+ ﬂ &I) ==+ REMINDER: Notice to all benefits eligible employees regar ...

Carlos Gonzales

UTSA Business Solutions Center

Rowdy
Exchange ORACLE

PEOPLESOFT
Xtender

Business Affairs (utsa.edu/businessaffairs/)
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Personal Details: Navigation Collection

Personal Details

¢ Employee Self Service

John Doe ©

Training Sp=cialist
i Addresses Addresses
t, Contact Details Home Address

901 Minois Avenue North

&l Marital Status Dalas, TX 75039 Current )
5 Name
45t Ethnic Groups Mailing

\f Emergency Contacts No data exists.

Add Mailing Address
&, Additional Information

(. Disability
& Veteran Status

§- Form1-9

Business Affairs (utsa.edu/businessaffairs/)
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Change Address

@ Employee Self Service Personal Details

Patricia Sauer
PSSC HCM BUSINESS ANALYST |

1 Addresses

L, Contact Details

B Marital Status

8 Name

22 Ethnic Groups

{‘.; Emergency Contacts
&, Additional Information

& Disability

Addresses

Home Address
2250 FM 1518
SAN ANTONIO TX 7

Mailing
No data exists

Add Mailing Ad
4

Cancel

Employee Instruction

Address

To save United States addresses at least one of the following fields must get populated: Address 1, Address 2, Address 3

Change As Of
Address Type
Country
Address 1
Address 2

Address 3

ty

Postal

County

11/06/2019

Home

United States

2250 FM 1518

SAN ANTONIO

Texas

78132-4827

Comal

—

Save |

Business Affairs

(utsa.edu/businessaffairs/)
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Manager Self Service Navigation
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UTSA Busmess Affairs

Manager Self-Service Landing Page

Business Affairs (utsa.edu/businessaffairs/)
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Manager Self-Service: Landing Page

Team Time and Attendance

Q

Business Affairs (utsa.edu/businessaffairs/)
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UTSA Business Affairs

Manager Self Service: Navigation Collection

© Manager Self Service eForms Portal Pagelet

View Existing Requests My Requests Personaize | Find | iew An | £ | ER First 4 Prev 1 of 1 Next 2 5
e New Reques! Reques "

Business Affairs (utsa.edu/businessaffairs/)
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UTSA Business Affairs

eForms Navigation

Business Affairs (utsa.edu/businessaffairs/)
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UTSA Business Affairs

eForms Requestor: Employee Self Service
Landing Page

v Employee Sell Service

Talent Profile Payroll and Compensation Personal Details Benefits Summary

« «

Time and Attendance UTSA Announcements

e IMPORTANT - Pay Advice ESS Instructions
Carlos Gonzales

@ === . REMINDER: Notice to all benefits eligible employees regar

Carlos Gonzales

UTSA Business Solutions Center | My Reports Financials Approvals HRMS Approvals

Rowdy
Exchange ORACLE

PEOPLESOFT
Xtender

Business Affairs (utsa.edu/businessaffairs/)
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UTSA Business Affairs

eForms Requester: Navigation Collection

() Employee Self Service eForms Portal Pagelet

Hiew Existing Requess My Requests Personaiize | Find | View Al | (0| @ Fist (4 Prev off Next s Last
Creale New Request :EEG”EH eForms Action Status Name

Budget Overview 1 1JRL

Reports

Business Affairs (utsa.edu/businessaffairs/)
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UTSA Business Affairs

eForms Requester: Navigation Collection

@ eForms Home Initiate New eForms Request A Q " ®

New Window | Help | Personalize Page

Initiate New eForms Request

Action
Actions | v status Request ID
Justification Request Date

Processing Messages

Request History

Contact Information
Entered By

Name  Olga Hernandez

Phone  210/458-5876

EmailID Olga Hemandez@utsa.edu

DeptID BPC0O1 BUSINESS INFORMATION SERVICES
Secondary Contact

Name

Phone

<] Notify L Add

Business Affairs (utsa.edu/businessaffairs/)
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eForms Approver: Employee Self Service Landing
Page

v Employee Self Service

Talent Profile Payroll and Compensation Personal Details Benefits Summary

« «

Time and Attendance 3 UTSA Announcements

IMPORTANT - Pay Advice ESS Instructions
Carlos Gonzales

@ === | REMINDER: Notice to all benefits eligible employees regar ..

Carlos Gonzales

UTSA Business Solutions Center | My Reports

Rowdy
Exchange ORACLE
PEOPLESOFT

Xtender

Business Affairs (utsa.edu/businessaffairs/)
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UTSA Business Affairs

eForms Approver: Navigation Collection

(©) Employee Seff Service eForms Portal Pagelet

1 Pending Agprov e Personaize | Find | Viewal| (3| 5 First 4 Prevfoft e ) Last
Approvals

Request
]

TURL

Budget Overview

eForms Acfion Status Name

Business Affairs (utsa.edu/businessaffairs/)



UTSA Business Affairs

Department Admin Navigation
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UTSA Business Affairs

Department Ad

~ Employee f Service a L o H @
Talent Profile Personal Details Benefits Summary NavBar: Navigator °
. . FMS Enterprise Components >
-~
HRMS >
Time and Attendance Payroll and Compensation My Favoritss
New Employee Resources >
ﬁ E UTShare Resources >
Navigator
= Employee Self-Service >
= &
UTSA Announcements UTSA Business Solutions Center Financials Manager Self-Service >
Approvals
IMPORTANT - Pay Advice ESS Instructions -
Carlos Gonzales. . Y Supplier Contracts >
REMINDER: Notice to all benefits eligible employees regar ... : My Links o
P ET UTZ Customizations >
Recruiting >
Financials Approvals HRMS Approvals Classic Home
Workforce Administration >
B
ORACLE — fr— 7
PEQPLESOFT = Benefits >
HRMS Approvals
Payroll for North America >
Workforce Development >
Organizational Development >

Business Affairs (utsa.edu/businessaffairs/)
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UTSA Business Affairs

Timekeeper Navigation

Business Affairs (utsa.edu/businessaffairs/)
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Timekeeper: Workforce Administrator Landing
Page

Business Affairs (utsa.edu/businessaffairs/)
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Timekeeper: Navigation Collection

’
- | oy
o -
g v Sechon Crtecon W =g
- hew
| ol
fhvw e
——
-
i

Business Affairs (utsa.edu/businessaffairs/)



The University of Texas at San Antonio

UTSA Business Affairs

Query Navigation
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Navigation to HCM Reporting

¥ Employee Service 3

Talent Profile Payroll and Compensation Personal Details NavBar: Navigator °

. . Organizational Development >
ﬁ i
‘ m Recent Places Purchasing >
Services Procurement >
Benefits Summary Time and Attendance My Favorites
Travel and Expenses 3

55 =
Accounts Payable >
* v

Set Up HCM >
B
- - E ise C
UTSA Announcements. UTSA Business Solutions Center Fnancials nterprise Components >
Approvals
IMPORTANT - Pay Advice ESS Instructions -
Carlos Gonzales. RO“"_"jy_ _ My Content >
Exchange
REMINDER: Nofice to all benefits eligible employees regar ... Xtender My Links Worklist R
Carlos Gonzales
Reporting Tools >
Financials Approvals HRMS Approvals Classic Home
FMS Reporting Tools >
r
ORACLE — —
PEOFLESOFT = HCM Reporting Tools >
HRMS Approvals
PeopleTools >
FMS PeopleTools >
HCM PeopleTools >

Business Affairs (utsa.edu/businessaffairs/)
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UTSA Business Affairs

Navigation to HCM Reporting

¥ Employee Self Service

a C
A Q
UTSA Business Selutions Center NavBar: Navigator
IMPORTANT - Pay Advice ESS Instructions Rowd «|a
owdy ¢ | Query
Laline Sy Exchange ORACLE
xt d PEOPLESOFT
REMINDER: Notice to all benefits eligible employees regar .. il ) Recent Places Query Viewer
Carlos Gonzales.
Query Manager
HRMS Approvals My Favorites
Schedule Query

Navigator

r

)

Financials
Approvals

My Links

Classic Home

v

HRMS Approvals

Business Affairs (utsa.edu/businessaffairs/)
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UTSA Business Affairs

Navigation to HCM Reporting

Op\c-yee Self Service Query Viewer

New Window | Help | Personalize Page

Query Viewer

Enter any information you have and click Search. Leave fields blank for a list of all values.

"Search By segns i

Search Advanced Search
My Favorite Queries Personalize | Find | 5] First (4 1120712 () Last
Run  Run -
Run to Definitional
Query Name Description Owner  Folder hraL o to  Schedule pop o ec Remove
Excel XML
UTS_CA_FILLED_AND_VACANT_POS FILLED AND VACANT POS REPRT2  Public HTML Excel XML Schedule Lookup References =
UTS_HP_PAY_CHECK_EMPL_DATA  Pay Check Eamings Public DAVIDL HTML Excel XML Schedule Lookup References E‘
UTS_HR_TL_TIMEKEEPERS UTS_HR_TL_TIMEKEEPERS Public HTML Excel XML Schedule Lookup References [=]
UTS_HW_JOB_UFPDATEBY provides update by and date Public HTML Excel XML Schedule Lookup References [=]
UTS_PAYLINE_DATA_DUMPZ data dump pay line Public HTML Excel XML Schedule Lookup References =
UTS_TL_REPORTED_PAYABLE_TIME REPORTED_AND_PAYABLE TIME  Public HTML Excel XML Schedule Lookup References =
UTS_TL_TRC_LOOKUP Public HTML Excel XML Schedule Lookup References =
UTZ_HA_VAC_SICK_LEAVE_BALANCE Public  ABM HTML Excel XML Schedule Lookup References [=]
UTZ_TL_COMP_BAL_DTLS_BY_EE  UTZ_TL_COMP_BAL_DTLS_BY_EE Public HTML Excel XML Schedule Lookup References [=]
¥ ATA “ AUTO o a
UTZ_TL_ENROLL_EMPLDATA Public ENROLLMENT HTML Excel XML Schedule Lookup References [=]
UTZ_TL_ENROLL_INACTIVE_JOB UTZ_TL_ENROLL_INACTIVE_JOB  Public EHLOOLLI JENT HTML Excel XML Schedule Lookup References [=|
UTZ_TL_JOB_NO_TLENROLL UTZ_TL_JOB_NO_TLENROLL Public EHJTR%LLI"IEF-JT HTML Excel XML Schedule Lookup References =

Clear Favorites List
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LABs — Assistance after Implementation

e 12/10/2019 Financial Affairs Training Room NPB 1.412 9am —12pm
e 12/13/2019 Financial Affairs Training Room NPB 1.412 1pm —4pm
* 01/07/2020 Downtown Campus DB 2.222 1pm —4pm
* 01/10/2020 Financial Affairs Training Room NPB 1.412 9am —12pm
* 01/16/2020 Financial Affairs Training Room NPB 1.412 9am — 12pm

Business Affairs (utsa.edu/businessaffairs/)
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Contact Information:

Business Information Services
210-458-SPOC (7762)

https://spoc.kayako.com/conversation/new

Business Affairs (utsa.edu/businessaffairs/)
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The University of Texas at San Antonio

UTSA Business Affairs

Business Affairs (utsa.edu/businessaffairs/)



