
History Faculty Sick Leave Reporting Using SAP 
Follow these instructions to enter your sick leave 

1. Log into the SAP Portal 

• From the Texas State homepage click “Faculty & Staff” (1 in left image below) 

• From the Faculty and Staff page click “SAP Portal” (2 in left image below) 

• Enter in your Texas State NetID and Password and click “Login” then go through two 

factor authentication if prompted (right image below) 

2. Open “My Timesheet” in SAP 

• From the SAP homepage click “time” in the top menu (1 in image below) 

• Click “My Timesheet” to open your timesheet (2 in image below) 

• Note the your top menu may have different options depending on what you have access to 

in SAP 

https://www.txst.edu/
https://www.txst.edu/faculty-and-staff.html


3. Using the “Record My Time” screen 

• Make sure you are using your current/active personnel assignment (1 in image below) 

• If the personnel assignment displayed is incorrect, click the box to “Switch Assignment” 

to choose the correct one (2 in image below) 

• Use the calendar to select the week you need to enter sick time for.  Clicking on a date 

selects that week.  Use the arrows at the top to change months (3 in image below) 

• Make sure that the week you need to enter time for is displayed on the screen (4 in image 
below) 

• Click “+ Enter Records” to begin entering sick time (5 in image below) 

4. Entering Time 

• Click the arrow under the “Attendance/Absence” column and either type “Sick Leave” 
and press enter or scroll down until you find “Sick “Leave” and click it in the menu (1 in 

image below) 

• Click the box under the “Entered” column and enter in the amount of sick leave you wish 

to enter (2 in image below) 

o Time can be recorded in 15-minute increments using .25, .50, .75, 1.0 

• Once time is entered, click “Submit” at the bottom of the screen (3 in image below) 

• If you make a mistake and need to reset the form, click the “X” next to the hours you 

entered (4 in image below) 



Other Information 

• Chrome or Firefox works better for time entry than the most recent version of Internet 

Explorer or Safari. 

• If you need additional help speak with Madelyn. If you log in, she can walk you through 

the process and help you enter your sick time.  




