FSi

Business process guide

Department time administrator

PeopleSoft human capital management release 9.2 — September 2022

This guide is for users in a department who are responsible for approving employee
timesheets. The types of time that may need to be approved include hourly, vacation,
compensatory and sick time. You can either be a department-time administrator or a
manager in the department.

To use the screenshots shown throughout this guide, you must have the PeopleSoft
role of HCM Dept Time Administrator.

Visit the payroll calendar webpage to learn more about the various payroll deadlines.
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Department time administrator

Accessing time and labor screens in My ASU

1. Open a web browser.

2. Navigate to ASU’s website.

3. Login in with your ASURITE ID and password.
4

5

Click on the “Manager” tab.
Click on “Time Management.”

There are several choices to view and edit time and leave reporting:

Financial Services

e Approve reported time — see all employees and view individual timesheets and

details.

¢ Input employee time — see which employees have hours that need to be
approved.

e View employee reported time — see the hours put in by all employees at once.

e Verify no errors.

e Time search options.

e Team time — new fluid PeopleSoft navigation collection for reviewing and

inputting employee time, reviewing exceptions, payable time and leave balances.
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Approving, entering and viewing employees via the timesheet

Department time administrator

You can search for employees by looking up their employee ID or listing employees by
time reporter group, business unit or workgroup.

Approve Reported Time
Timesheet Summary

Employee Selection

Employee Selection Criteria [ Get Employees

Selection Criterion Selection Criterion Value

Clear Criteria
Time Reporter Group

Employee ID > Save Criteria
Empl Record

Last Name

First Name

Business Unit

Workgroup

Position Number P

AN

Business Unit Description
— A0101 A - President's Office
Workgroup Description
ACBEN  Academic Benefit Eligible . B - Provost Tempe
ACDNOB Academic Non-Benefit Eligible co1o1 C - Public Affairs
HBEN  Hourly Benefit Eligible Eg:g: E - g;z::ii& Finance
HNOB Hourly Non-Benefit Eligible .
SBEN  Salaried Benefit Eligible F0101 F - Student Affairs
SNOB  Salaried Non-Benefit Eligible o101 G - West
STU Students HO101 H - Board UflRegents
10101 | - Polytechnic
JO101 J - Intercollegiate Athletics
LO101 L - Student Initiatives

Note: An employee’s workgroup dictates which time reporting codes are available for
them to report.

Show one employee

You can search for a single employee by their employee ID, capitalized first and last
name or position number.

Once you have set your search criteria, click the “Get Employees” button and search by
time reporter group. Depending on the circumstance, the employees you approve time
for may all report in a group.

To find your group ID:

1. Click on the magnifying glass next to the “Time Reporter Group” field.
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Time Reporter Group B

Department time administrator

2. Click on “Advanced Lookup.”

Search by: |GroupID v |begins with

A
Look Up Cancel |Advanced Lookup

3. Type in a word you think may be in your group’s description.
4. Click “Look Up.”
5. Click directly on the group ID number.
6. Click “Get Employees” to list the employees you need to approve time for.
Look Up Time Reporter Group
_ Help
Group ID: | begins with ¥ ||
Description:| begins with * 3
4
[ Look Up Clear Cancel |Basic Lookup
Search Results
Only the first 300 results of a possible 2072 can be displayed.
View 100 First 4 1-3000f300 ), Last
Group ID Description Short Description
00001 Office Of The President AD101
5| 00002 American Indian Initiatives A0101001
Report Time
Timesheet Summary
Employee Selection
Employee Selection Criteria 6~ Get Employees
Selection Criterion Selection Criterion Value
) ( - Clear Criteria
Time Reporter Group {0321] e
Save Criteria
Employee ID

Approve employee time via the reported time screen

There are various ways to approve an employee’s time. It is best practice to review
each employee’s time in detail so you can ensure they use the right time reporting code.
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Approve Reported Time
Timesheet Summary

Department time administrator

= Employee Selection

Employee Selection Criteria Get Employees

Selection Criterion Selection Criterion Value
Clear Criteria

Time Reporter Group 01321

<]

Save Criteria
Emgployes ID

Empl Record

Last Mame

pllallle

Fiirst Nam=

Business Unit

Warkgroup

alllo|lellle

Position Mumber

Change View

*View By | Wesk w Show Schedule Information

Drate | 10v18/2021 =] | R Previous Wesk Mesct Wesk

Employees For Geraldine Peterson, Time Needing Approwval From 10/18/2021 - 10/24/2021

5 Q
Time Summary Demographics I3
Empl H tobe  Reported Scheduled Hoors
Select Last Name First Mame MR job Title LT e ZLlE Exception  Approved or
Record Approved Hours Hours o bmitten
sed it 0| Payroll Specialist Sr 24.00 Z24.00 0.00 0.00
" s 0 | Payroll Specialist Sr 24.00 Z24.00 0.00 0.00
1 Bawan i — 0| Fayroll Specislist Sr 32.00 32.00 0.00 0.00
Approval12 @ 2
Select All Decelect All Approve Deny

From the screen above, you can approve the hours of one or more employees by:

1. Clicking the check boxes next to the employees you want to approve.
2. Clicking on “Approve” or “Deny.” All entries for selected employees will be
approved or denied.

Best practices

Tip A: You can go deeper by clicking on an employee’s last name and approving or
denying individual entries.

Tip B: If you have navigated to a period in the past, you will see the following message.
It warns you that you are dealing with data from the past and that the employee’s pay
will be affected by your changes if they are made within 112 days — eight pay periods.
If a time adjustment is needed after 112 days, submit a Payroll Action Request to
Payroll.
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Department time administrator

Message

Are you sure you want to approve the time selected? (13504,2500)
Once Approved the status cannot be reverted back
Select Yes to confirm and complete the status change, No to return to the page without updating the status.

Yes No

Note: Remove any hours reported as zero, as this will create a “High Severity
Exception.” Contact your Payroll representative for further assistance.

Once you click “Approve Selected” or “Deny Selected,” you will see two more screens.
The first screen allows you to cancel if you make a mistake. If you click “yes” to
continue, the second screen will confirm the changes you made. You will need to select
“OK” to confirm.

Timesheet

Approve Confirmation

V Selected transactions were successfully approved

OK

Approve, deny, edit, add or delete time for an employee

When you click on an employee’s name, you can approve or deny individual entries in
their record by:

1. Using the “Select All” or “Deselect All” to mass select or unselect entries.

2. Click the “view by” and “date” features to change the time frame. Typically, you
will view by calendar period in two-week intervals. A warning message will
appear if you navigate a previous pay period.

3. Use the above links to jump to new periods or a different employee quickly.

4. If your security access and business process allow, you may be able to add and
edit hours to the employee’s record.

a. If the new hours are of a different time reporting code, click the plus sign
at the right end of the last row to add a new row of data.

b. Enter the number of hours and click on the drop box for the total time
reporting code to choose the correct TRC.
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Department time administrator

c. Remove the incorrect entry.
d. Do not use zero in the employee timesheet, as this will create a “High
Severity Exception.”
e. Click on “Submit/Certify.”
5. “Approve” or “Deny” the hours.

Timesheet
Employee ID
Pyl Seesiaist o Empl Record 0
Earliest Ghange Date  09:27/2021 Hourly Rate 2587
Select Another Timesheet 2
“View By | Week 3
*Date |10/18/2021  [Fml|
Reported Hours  32.00
= 2 non-sxempt employes, you must report ALL daily hours worked in order to be paid. Hourly (HRY) time reported in excess of 40 hours per wiesk will 3ccrus 35
Compensatory Time unless overtime is preapproved by your department. ALL hours over 40 in 3 work week m: pe pre-approval
From Monday 10/18/2021 to Sunday 10/2412021 @
Wlon Tue wied Thu Fri sat Sun
w0 103 100 102 1022 103 1| Tolal Time Reporting Code 4
£.00 5.00 £.00 8.00 3200 | CTH- Comp Time Taken Hourly v + -
SubmitiCartify
Reported Time Status Leave / Compensatary Time Excsptions Paysble Time
Reported Time Status
5 Q 1-40f4 v
Select Date Reported Status Total | TRC Description Comments
1 10/18/2021 8.00 CTH Comp Time Taken Hourly
10/18/2021 £.00| CTH Comp Time Taken Hourly
10/20/2021 800 CTH Comp Time Taken Hourly
102172021 £.00| CTH Comp Time Taken Hourly
Approval
Select All Deselect All Approve Deny

Tabs at the bottom of the timesheet
Reported time status — shows the hours that need DTA approval.

Leave/Compensatory time — applies to benefits-eligible employees and shows different
types of leave plans and the corresponding available balance.

Exceptions — shows the hours that have a status of “unresolved.” Exceptions with a
“low” or “medium” severity can be processed within the department. “High” severity
exceptions need to be researched. The most common high severity research is a zero
entered on the employee’s timesheet. The best practice is to inform your employees to
leave it blank if there are no hours to report for a day. Contact your Payroll
representative for assistance.

Payable time — shows hours with different payable statuses like estimated, rejected,
paid, etc., depending on when payroll confirms.

Financial Services 09/16/2022 7
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From Monday 09/27/2021 to Sunday 10/03/2021 (2)

Department time administrator

Mon Tue Wed Thu Fri sat Sun .
9127 9/28 9/28 9130 1001 1002 1052 Total Time Reporting Code
1§ 2.00 2.00 2.00 2400 | HRY - Reg Hours v
5.00 2.00 18.00 | SCP - Sick Leave Hourly ~
0.00 VAH - Vacation Haurly v
SubmitiCertify
Reported Time Status Lesve / Compensatary Time Exceptions Paysble Time

Reported Time Status

F Q 18ofB v
Select Date Reported Status Total TRC Description Add Comments Exception
[} 09/27/2021 | Needs Approval 8.00 | 5CP Sick Leave Hourly =]
[m} 0928/2021 8.00 | 5GP Sick Leave Hourly =]
09/28/2021 | Approved 8.00 HRY Reg Hours =] 3]
(m] 0972972021 Meeds Approval 0.00 VAH Viscation Hourly =) &

Weekly time calendar view
To show reported hours:

1. Click on the “Weekly Time Calendar” view in the “View Time” menu.

Favorites ~ Main Menu~ > Manager Self Service ~ > Time Management ~ > View Time ~ > Weekly Time Calendar
M 3 Asu Customizations » 712014
3 selfService L
. 3 Manager Self Service
Weekly Ti & 03 Time Management
Recruiting (3 Approve Time and Exceptions ’
B Workforce Administration b £ ReportTime »
Employee - i
(3 Beneiits X B3 ViewTime
Employee Se = o
! 3  Compensation > i —| Monthly Time Calendar
Selection Crites 4 value: | Bl Manager Search Opliog , p—
3 Time and Labor 4 —| | Weekly Time Calendar 1
me e A )
TimgRopores my Payroll for North America 4 o) | Payable Time Detail
Employee D | (3 Global Payroll & Absence Mamt » -|  Leave and Compensatory Time
™~ ca D »

Look up your employee using their ID number or criteria of your choice.

Click on “Get Employees.”

Click on the radial button titled “Reported Hours.”

Click a checkmark in the “Show Symbols” area. This will color code the various
types of pay an individual has generated.

Click the “Refresh View” button to bring up reported hours.

abrwn

o
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Department time administrator

Weekly Time Calendar

Employee Selection
Employee Selection Criteria

Selection Criterion
Time Reporter Group
Employee ID

Empl Record

Last Name

First Name

Business Unit
Workgroup

Position Number

Selection Criterion Value 2

@

LC‘

@

LC LCI ;C‘ L(:I

¥

Get Employees

Clear Criteria

Save Criteria

Daily Time Calendar
View Criteria (2

Week of 09/01/2014

Start Time

End Time

Display Options (7

Show Schedule
Show Training Hours

Weekly Time Calendar (2

Last Name First Name

Legend
Regular Time

‘Weekly Time Calendar

[H  Previous Week Next Week
Reported or Payable Hours

v *® Reported Hours

v Payable Hours

Show Holidays ¥l Show Symbols

Show Planned Overtime

Monthly Time Calendar

Tue.
09i02/2014

Show Exceptions 5 Refresh View
Employee ID Job Title Total AR
,,,,,,,,, Payroll Specialist St 40.00 gl

REG
08.00

Payable hours

1. Click on the “Payable Hours” radial button.
2. Click on the “View Month” button.

Note: The monthly, daily and payable time details views are also useful. Click on the
hours links to view details about them.

Display Options

[T show Schedule
[ show Training Hours

Monthly Time Calendar

Last Name First Name

"1

[ Show Holidays
[C] Show Planned Overtime
[ show Exceptions

Employee ID Job Title

1 Tyt Dyt 2

| Daily Time Calendar Weekly Time Calendar Monthly Time Calendar
View Criteria
08 - August A Previous Month Next Month
Year 2014 - Reported or Payable Hours
Start Time hd © Reported Hours
End Time @ Payable Hours

Show Symbols

Refresh View

Fri.
Total 0

Sat.
02

Financial Services
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Department time administrator

The payable hours view in the system shows the number of hours for which the person
will be paid. It reflects all adjustments made by the system. Employees can also see this

view.

Additional codes in the payable time when reviewing and calculating employee’s hours

include:

e CEP — comp time paid. These are the hours IR 2.75 paid straight.
e CTE — comp time earned.

e HOP — holiday pay.

Payable time details

You can access payable time details in PeopleSoft.

m [J  ASU Customizations
] Self Service
Payable Time (3 Manager Self Service
3 Workforce Administratiot
Select EM| r  goneris
Employee L1 Compensation
Employee Sel [  Time and Labor
Selection Criteri 1  Payroll for North America
Time Reporter [ Global Payroll & Absence Mgmt

» B/2014

»

»
»
»
»
»

Y

J  Time Management

/alue

(TR 7 A 0t I

Favorites = Main Menu~ > Manager Self Service = > Time Management ~ > View Time ~ > Payable Time Detail

Approve Time and Exceptions

Report Time

View Time

Manager Search Options — MonthiyThime: Calcndar
Weekly Time Calendar

Payable Time Detail 1

The payable time detail view lists the status of an employee’s pay. To access the view:

1. Click on the “Payable Time Detail” link under the “View Time” menu.
2. After entering your search data, click “Get Employees.”
3. Click on the employee name you wish to view.

Financial Services
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Department time administrator

Payable Time Detail
Select Employee
—fmployes Selection

Employee Selection Criteria

Selection Criterion Selection Criterion Value

Time Reporter Group 00592
Employee ID

Empl Record

Last Name

First Name

Business Unit

Workgroup

Position Number

Employees For Geraldine Peterson

Time Reporters | Demographics | [F=¥

Last Name First Name

| S Corrcd I

™ -y

| | |
......... 1 (SPE—
z P.....3

Manager Self Service

Time Management

GetEmployee. 2 |

Clear Criteria

Save Criteria

Personalize |

Job Title

Supervisor

Student Worker I
Supervisor

Student Worker Il
Specialist

Instructional Designer (IT)

Manager

Click the “Refresh” button.
View the “Payable Time Detail.”

No oA

Financial Services

Click on the calendar icon, and choose a date to view.
If needed, expand the “Payable Status Filter” and choose the criteria.

09/16/2022 11



FSi

Department time administrator

Payable Time Detail
1 Employee D 1___ _

Supervisor Employment Record 0

""""" 4

Start Date |10/22/2014 [[5]
End Date [10/28/2014 |5 @ 6 Next Employee

There is no time returned for the selected date range. (10/22/2014 - 10/28/2014)

Payable Status Filter

Status Selections

Payable Status Payable Status

[¥] Approved AP
[¥] Closed oL
[¥] Diluted DL
[¥] Denied DN
[¥] Estimated ES
[¥] 1gnore G
[¥] Needs Approval NA
[¥] No Pay NP
[] online Estimate OE
[¥] Pushed Back cE
[¥] Distributed PD
[¥] Rejected by Payroll RP
[¥] Reversed Check RV
[¥] sentto Payroll sp
[¥] Taken by Payroll ™
Select All De 7 SAll

Payable Time (2
Overview || Time Reporting Elements || Task Reporting Elements || Costand Approval | =¥

Time
Date Status Reason Code Reporting Quantity TRC Type Estimated Gross
Code
Approval
Monitor

Return to Select Employee

Employee self-reported time and leave

Employees can easily report their time from My ASU. You can find Time and Leave
Reporting on the middle right side of the My ASU screen. Employees can click on
“Time” and then click again on the “Time and Leave Reporting” or “Time Dashboard” to
report their hours.

Financial Services 09/16/2022 12
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Department time administrator

\\My Employment 3 =
Time Pay%ll Benefits Travel Manager
Leave Type Taken This Year Scheduled Balance
Vacation 169.00 0.00 132.02
Sick 34.00 0.00 420.55
Time and Leave Reporting | Time Dashboard

When clicking on the “Time and Leave Reporting” link, you will see the screen below:

m Ari.zona.State ASUHome ¥ MyASU Colleges and Schools ¥  Map and Locations »  Directory W SIGN OUT
University

Department D0201010 B&F Business Center HR Empl ID 1000027570
Earliest Change Date 11/01/2021
] 18 October - 31 October 2021 »

BiWeekly Period- PS Delivered
Scheduled 0.00 | Reported 0 Hours

View Legend ‘7'““
View Paycheck
View Time Balances

4 Week 2of2
Scheduled 0.00 | Reported 0.00 Hours
*Time Reporting Code 25-Monday 26-Tuesday 27-Wednesday 28-Thursday 29-Friday 30-Saturday 31-Sunday
Reported 0 Reported 0 Reported 0 Reported 0 Reported 0 Reported 0 Reported 0
v + -
Comments O O O O O O O

Financial Services- Payroll
*All hours entered this pay period must be approved before 12 noon on Wednesday, October 27 for payment on Wednesday, November 3. *F-1/J-1 students are limited to working a maximum of 20 hours
per week when school is in session

Note: The Financial Services — Payroll message will appear with information on
deadlines for time entry and approval. It will also give the employee expected dates to
be paid for the time they are entering.

Approve time via PeopleSoft screens

You can access the time and labor screens directly in PeopleSoft as a personal
preference or if My ASU is unavailable.

1. Open a web browser and navigate to PeopleSoft.

Financial Services 09/16/2022 13
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Department time administrator

ORACLE
PEOPLESOFT ENTERPRISE

User ID: I:l Select a Language:

Enalish Espafiol

Password: l:l Dansk Deutsch
Erancais Frangais du Canada

Ex Italiano Magyar

MNederlands Morsk
Polski Portugués
Suomi Svenska
Ceéting B¥iE

To settrace flags, click here 20 Pycoini
T ik
EHh T sl

Login to PeopleSoft using your ASURITE ID and password

2. Navigate to the time and labor screen by selecting “Manager Self Service” and
then “Time Management.”

Favorites v Main Menu v > Manager Self Service v > Time Management v

Manager Self Service

Time Management

Manage schedules. view and approve reported and payable fime, absence and overtime requests. exceptions. and more

“] Approve Time and Exceptions ”] Report Time 7 ] View Time
) Approve reported or payable time. overtime and absence requests, |} Report time or request absences ) View calendars, balances, forecasted and payable time,

and manage exceptions. - =] Timesheet accumulators and more.
=] Reporied Time =] Monthly Time Calendar

=] Exceptions ‘'eekly Time Calendar
=] Payable Time Summary
2 More
ol e
EAXCGPUO”S Reported Time Timesheet Time Calendar
anage ;
g See only those See all of your See hours submitted
exceptions for a ! bv all of vour
group of time employees with employees — y y
hours that need Approve time employees at one
reporters lance
to be approved. one employee g :
Approve all at at a time.
once.

The links shown in this guide work identically to the screens you will access via My
ASU.
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Timesheet adjustments

Department time administrator

The following list shows the steps a DTA will need to adjust an employee’s timesheet

after the pay period ends. In this example, only the days changed by a DTA will need to
be reapproved.

Timesheet adjustments adjusted within 112 days — eight pay periods — must use the
timesheet. Time that needs to be changed outside this period will need to follow a
different procedure.

NoakswNE

8.

9.

Select the “Manager Self Service” link.

Select the “Time Management” link.

Select the “Report Time” link.

Select the “Timesheet” link.

Click the “Empl ID” field and type in your employee’s ID number.

Click the “Get Employees” button.

Click on the employee and the employee’s timesheet for the current week will be
displayed.

To go back to the period that needs adjustment, either enter the date in the date
field or click on the previous week or period link.

Change the hours on the timesheet for the time on the incorrect days.

10. Click “Submit/Certify” once all changes have been made.
11. Click the check box or “Select All.”
12. Click “Approve” to approve the time.

Timesheet

Select Another Timesheet

Financial Services - Payroll
The deadline for T&L approvals are noon on Monday of pay week. That deadline has passed. Please contact the payroll representative to ensure that your employee is paid.
From Monday 05/12/2014 to Sunday 05/18/2014

Mon Tue Wed Thu Fri sat sun
512 513 5114 5/15 516 517 gig)  TolTmeReporting Code
8.00 800 16.00[HRY - Reg Hours v #H| B
8.00 8.00 8.00 24,00 [ VAH - Vacation Hourly vl #H| B
Submit/Certify

Reported Time Status | Leave / Compensatory Time || Exceptions | Payable Time

Reported Time Status

Personalize | Find | 2 | 1-50f5
Date Reported Status Total TRC Description Comments
05/12/2014  Approved 8.00HRY Reg Hours
05/13/2014  Approved 8.00 HRY Reg Hours
05/14/2014  Approved 8.00 VAH Vacation Hourly
05/15/2014  Approved 8.00 VAH Vacation Hourly
05/16/2014  Approved 8.00 VAH Vacation Hourly

Empl D 1 i
Before Changes e
Empl Record 0

Earliest Change Date  10/27/2014 Hourly Rate /.|

*View By [ Week v Previous Week  Next Week

*Date 05/12/2014 |3 7,
Scheduled Hours (.00 Reported Hours 40.00

Financial Services 09/16/2022 15



Department time administrator

Timesheet
Changes Highlighted Employee ID “—veuvon 2
Empl Record 0
Earliest Change Date 05/12/2014 Hourly Rate 20.80
Select Another Timesheet
*View By | Week v Previous Week  Next Week
*Date[05/122014 |5 #,
Scheduled Hours 0.00 Reported Hours 40.00
Einancial Services - Payroll
The deadline for T&L approvals are noon on Monday of pay week. That deadline has passed. Please contact the payroll representative to ensure that your employee is paid.
From Monday 05/12/2014 to Sunday 05/18/2014 (2
Mon Tue Wed Thu Fri Sat Sun
512 513 514 515 5116 517 518 Total:Time Beporting Code
4.00 4.00 8.00 [HRY - Reg Hours v + =
4.00 4.00 8.00 | SCP - Sick Leave Hourly v +| =
8.00 8.00 8.00 24.00 | VAH - Vacation Hourly v [+] =]
Submit/Certify
Reported Time Status || Leave / Compensatory Time || Exceptions || Payable Time
Reported Time Status Personalize | Find |2 (B 1707
Select Date Reported Status Total TRC Description Comments
05/12/2014  Needs Approval 4.00 HRY Reg Hours
05/12/2014 Needs Approval 4.00 SCP Sick Leave Hourly
05/13/2014  Needs Approval 4.00 HRY Reg Hours
05/13/2014  Needs Approval 4.00 SCP Sick Leave Hourly
05/14/2014  Approved 8.00 VAH Vacation Hourly
05/15/2014  Approved 8.00 VAH Vacation Hourly
05/16/2014  Approved 8.00 VAH Vacation Hourly
Approval
Select All Deselect All Approve Deny

Time adjustments after 112 days — eight pay periods — must be submitted via a
Payroll Action Request.

. Select ASU Customization.

Select ASU HCM Custom.

Select ASU Payroll.

Select Payroll Action Request.

Select Add a New Value.

Enter the employee ID and employee record number, then click add.

OURAWNE

Favorites - Main Menu > ASU Custgmzatlons > ASU HCI‘gCustom > ASU anroll > Payroll Action Request

& New Window ()

Payroll Action Request

Find an Existing Value

Transaction Number:

Empl ID: @
Empl Red Nbr: [ 0@
Add

Find an Existing Value | Add a New Value

Financial Services 09/16/2022 16
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‘ % il Department time administrator

7. Enter the position number, earnings code, date to be adjusted and the hourly rate
if necessary.

Fa\rovr'rtes MainvMenu » ASU Custgmizations » ASU HCI\j Custom > ASU anoll » Payroll Action Request

Payroll Action Request

Transaction Number 0 Created Date 01/04/2012

(©) Manual Check Requested
@ Process on Next On-Cycle
Status Open Submitted Date

Approval Date checkDate| |
Over Payment

Employee Information

Empl ID Position Number
Empl Rcd Nbr 0 Department ID
Name Department

Empl Class Classified

Hourly Employees customize | Find | View A1 8 | # First K g op4 T Last
Position Earnings . Beqin Work . . End Work
—_— " P
Nusmber Code Hourly Rate Date to be Adjusted Time Dut Time In Time Jime Total Hours
1] Q| Q| | B | | | | =
Total Hours
Hourly (Flat Rate) Employees Customize | Find | View A1 B | # Frst K qorq O Last
. . Date to be Hours To Be
Fosition Number Larnings Lode : : Amount
Position Number Earnings Code Adiusted Adiusted Amount
1| @ Q| B | | =

8. Select a Reason for Payment from the drop-down menu and enter any
comments if necessary.

9. Enter the route to the approver. If unknown, use the magnifying glass to find the

approver.
10. Click on the submit button.

Financial Services 09/16/2022 17
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Department time administrator

*Reason for Payment

Submitter/Approver Comments

*Route to Approver

Name
Title

Save Submit

Payroll Comments

@, Route to VP

Department
Telephone

Delete

Unprocessed reported time

The menu item will allow DTA’s to review any reported time with a status of “Needs
Approval,” “Saved” or “Denied,” and any time with exceptions within their group ID,
employee ID, employee’s first or last name, business unit, workgroup or position

number.

Navigate to “Unprocessed Reported Time” by clicking:

Main Menu.
Time and Labor.
View Unprocessed Time.

PwpnPR

Financial Services
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Department time administrator

Unprocessed Reported Time
Get Employees
Selection Criterion Value
Clear Criteria
Save Ciiteria
5§ % Include Exception Reporters
¥ Include Positive Deviations Acceptable Deviation
¥ Include Negative Deviations Acceptable Negative Deviation
Last Name Firsthams Empoyeed o ET% JobTie Type Sl poprova
Last Name

Pushed
Backa

Denied

Approved

an
Submitted

Payable
Time

Personalize | Find | View Al | & [ First & 101 Last

Exceptions Exist EOrSSL T Admiistraton Status

You can search for an unprocessed reported time by the individual employee or list the
employees by the time reporter group, business unit or workgroup.

Once the criterion is entered, click the “Get Employees” button. The results will populate
if you have any employees with unprocessed reported time.

Note: Click on “Include Exception Reporters” to list employees that might have

exceptions to their time.

Unprocessed Reported Time
Employee Selection

Employee Seleciion Criteria Get Employees

Selection Criterion Selection Criterion Value

Clear Criteria

‘Time Reporter Group 00412 N
Employee ID Y Save Critera
Empl Record N
Last Name @
First Name a
Business Unit a
‘Workgroup Q
Position Number N
Instructions
Filtering Options
Start Date 010172014 |[5)
End Date|10/152014 [ Include Exception Reporters
Positive / Negative Deviation
Include Positive Deviations. Acceptable Deviation 5 6
Include Negative Deviations Acceptable Negative Deviation| 5

Employees with Unprocessed Time

Time Summary | Demographics 3 1
Last Name First Name b Job Title Type saved AD::‘DEV“;I
E- 0 Student Worker Il Hours
B-n 0 Event Attendant St Hours
F T 0 Student Worker I Hours
Ry T 0 Student Worker Il Hours
ESY [ 3 Security Officer Hours

Wizmzel 1 Computer Operator Hours 24.00

Pushed
Backa

4

Denied

525
430
275

7.00

Approved and
Submitted

7775
93.00
253.50
20275
700.50

142.00

Payable
Time

7775
93.00
253.50
202.75
567.25

142.00

2 Persone” itod | View Al | | B First (¥ 16076 Last
Exceptions Exist En'a‘::; pate  Time Administration Status 5

10M3/2014  Up For Processing
101372014 Not Up For Processing
101372014 Not Up For Processing
101372014 Not Up For Processing

& 09/22/2014  Not Up For Processing
10/13/2014 Not Up For Processing

Financial Services
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Section one — needs approval

Click on the employee name. It will bring the detail of the hours that need DTA approval.

Department time administrator

If the hours are correct and need to be approved by the DTA, go into the employee’s
timesheet to approve the hours if the time is within 112 days — eight pay periods. If the
hours that need to be approved are after 112 days — eight pay periods — please

submit a PAR.

Unprocessed Reported Time
Reported Time Details

Previous Employee

Date TRC Description
03/08/2014 HRY Reg Hours
03/09/2014 HRY Reg Hours
09/22/2014 HRY Reg Hours
09/23/2014 HRY Reg Hours
09/24/2014 HRY Reg Hours

Return to Select Employee

Unprocessed Reported Time from 01/01/2014 to 10/30/2014

Type

Hours

Hours

Hours

Hours

Hours

Employee ID .lo.lo. .2

Employment Record 1

Quantity Reported Status

2.00 Denied

7.75 Denied

8.00 Needs Approval

8.00 Needs Approval

8.00 Needs Approval

Personalize | Find | (E | @

Last Processed 09/22/2014 2:42:03PM

First ‘4 1.5 of 5% Last

Datetime modified Exception Exists
03/11/2014 11:38:28.000000AM
03/11/2014 11:38:28.000000AM
10/08/2014 10:31:18.000000AM

10/08/2014 10:31:18.000000AM

10/08/2014 10:31:18.000000AM

Section two — exceptions

Click on the employee name. It will bring up the details of the exception that exists for

that reported date.

Unprocessed Reported Time
Reported Time Details

Previous Employee

Date TRC Description
09/22/2014 HRY Reg Hours
09/24/2014 HRY Reg Hours

Return to Select Employee

Unprocessed Reported Time from 01/01/2014 to 10/30/2014

Type

Hours

Hours

Employee |

Employment Record 3

Next Employee

Quantity Reported Status

25.00 Approved

26.00 Approved

D 4nneammans

Last Processed 10/15/2014 7:47-44PM

Personalize | Find | (B | ) First ‘&' 1-2 of 2} Last

Datetime modified Exception Exists
10/08/2014 10:07:30.000000AM Q’x

10/08/2014 10:07:30.000000AM &

Financial Services
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Department time administrator

To look in depth at the exception, navigate to the employee’s timesheet. You can click
on the “Exceptions” tab or the exception time clock. Click on the “Explanation” column to
view the “Exception Description.”

Timesheet

Select Another Timesheet
*View By | Week
*Date 09/22/2014 5 %
Scheduled Hours 0.00

Einancial Services - Payroll

From Monday 09/22/2014 to Sunday 09/28/2014

Mon Tue Wed

9122 9123 9124

25.00 24.00 26.00
Submit/Certify

Reported Time Status Leave / Compensatory Time

Reported Time Status

View Paycheck

Return to Select Employee

2

Reported Hours 115.00

Thu
925

20.00

Exceptions

Date Reported Status Total TRC

09/22/2014  Approved 25.00 HRY
09/23/2014  Approved 2400 HRY
09/24/2014  Approved 26.00 HRY
09/25/2014  Approved 20.00 HRY
09/26/2014  Approved 20.00 HRY

Fri
926

20.00

Payable Time

Description
Reg Hours
Reg Hours
Reg Hours
Reg Hours

Reg Hours

Employee D Tev.c.o.

Empl Record 3
Earliest Change Date 09/22/2014

Previous Week Next Week

Next Employee

The deadline for T&L approvals are noon on Monday of pay week. That deadline has passed. Please contact the payroll representative to ensure that your employee is paid.

Sat Sun

S o Total Time Reporting Code

115.00 | HRY - Reg Hours

Personalize | Find | £ | 1505

Comments Exception

Hourly Rate 967

Financial Services
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Department time administrator

Timesheet
' ~ Employes 1D 177777~
Security Officer Empl Record 3
Earliest Change Date 09/22/2014  Hourly Rate 9.67
Select Another Timesheet
“View By| Week v Frevious Week  Next Week
*Date[09/222014 | «, Next Employee

Scheduled Hours 0.00 Reported Hours 115.00
Financial Services - Payroll

From Monday 09/22/2014 to Sunday 09/28/2014 2

09222014 TLXD1540 Timesheet Unresolved High oo e

The quantity reported
() Is outside the

09/23/2014  TLXD0450 Time Administration Unresolved Medium minimum or maximum
s speciied for the
TRC (24).

09/24/2014  TLX01540 Timeshest Unresolved High rg“;g‘:;é? {‘n?;’dsa::fe

The quantity reported
() is outside the:

09/252014  TLXD0450 Time Administration Unresolved Medium minimum or maximum
limts speciied for the
TRC (20)

() Is outside
09262014 TLXD0450 Time Administration Unresolved Medium minimum or maximum
lints speciied for the

{20).

The quantity reported
the

Select All Deselect All

Update Exception

The deadline for T&L approvals are noon on Monday of pay week. That deadline has passed. Please contact the payroll representative to ensure that your employee is paid.

Mon Tue ‘Wed Thu Fri Sun . .
= = = = = &= Total Time Reporting Code
2500 2400 26.00 20,00 20,00 115.00 [HRY - Reg Hours v = =
Submit/Certify
Reported Time Status || Leave | Compensatory Time || Exceptions || Payable Time
Exceptions (2 Personalize | Find | 2 | 15015
Allow  Date Exception ID Exception Source Status Exception Severity Explanation Comment

A2

El]

You can click on the exception to view the explanation details.

Exception Explained

Exception ID
TLX00450

Description
Quantity exceeds TRC limits

The quantity reported is outside the limits specified by the Minimum and Maximum
quantity on the TRC table.

Return

Exception Explained

Exception ID
TLX01540

Description
More than 24 hours reported

The combined number of hours reported for a single date exceeds 24. Review and
correct the reported as necessary.

Return

Financial Services

09/16/2022 22



FSi

For any “low” and “medium” exception severity, the DTA can resolve these themselves.
If questions arise, please get in touch with your Payroll representative for assistance.

Department time administrator

A “high” exception severity must be resolved before the reported time can become
payable. Please contact your Payroll representative for assistance with any “High
Exception Severity” errors.

Section three — saved

Click on the employee's name, and it will bring up the details of the hours that need
employee and DTA approval before it becomes payable.

Section four — denied

Click on the employee’s name, and it will bring up the detail of the hours that have been
denied. You will then need to navigate the timesheet to change the time if required.

Section five — time administration status

TA status “Up for Processing” means the time reporter is ready for processing. TA
status “Not Up for Processing” means the time reporter is unprepared for processing.

Section six — deviation

The deviation field defaults to five. To get an accurate representation of all differences
of time — reported or payable — change this field to zero.

Section seven — earliest change date
The earliest change date is the earliest addition or update to time-related data for a time

reporter since the last Time Administration run. This date triggers the Time
Administration’s determination of a time reporter’s period of interest.
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Appendix

Department time administrator

Time reporting codes by position type

Salaried ACD and Al12

*TRC Description *TRC Description

BER Bereavement leave | BER Bereavement leave

JRY Jury duty pay JRY Jury duty pay

MIL Military leave pay MIL Military leave pay

PTL Parental leave PTL Parental leave

SCK Sick leave SCK Sick leave

ULS Unpaid benefit ULS Unpaid benefit
coordination — coordination —
SAL SAL

UNS Unpaid salaried UNS Unpaid salaried

USS Unpaid sick — USS Unpaid sick —
salaried salaried

uvs Unpaid vacation — | UVS Unpaid vacation —
salaried salaried

VAC Vacation VOL Volunteer leave

VOL Volunteer leave

Student

*TRC Description

G01 Gammage use only

G02 Gammage use only

GO03 Gammage use only

JRP Jury duty pay hourly

PO1 Payroll use only

P02 Payroll use only

P03 Payroll use only

STH Student hourly regular wages

Hourly

*TRC Description

BEP Bereavement leave hourly

CDT Court duty

CTH Comp time taken hourly

ES1 Event — sergeant

ES2 Event — lieutenant

ES3 Event — ASU officer

GO01 Gammage use only

G02 Gammage use only

GO03 Gammage use only
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Department time administrator

HHW Holiday hours worked

HNC Holiday not comp eligible

HOP Holiday hourly

HOU Holiday unpaid

HRY Regular hours

JRP Jury duty pay hourly

MIP Military leave pay hourly

0SS OoT15

W SD3 shift premium

0S5 OT 1.5

W SD5 shift premium

PO1 Payroll

use only

P02 Payroll

use only

P03 Payroll

use only

PTP Parental leave hourly

SCP Sick leave hourly

SD3 Payroll

shift differential

SD5 Payroll

shift differential

SEP Special events 1.5

STB Standby pay

ULH Unpaid

benefit coordination — HRY

UNH Unpaid

hourly

USH Unpaid

sick — hourly

UVH Unpaid

vacation — hourly

VAH Vacation hourly

VTR Volunteer leave hourly

Team time

BSU wmyAsu

Arizona State

Oolvecsty #  Resources  Service Teaching  Profile

0 v
st @)

I o ASU has updated its policy on face coverings, effective as of July 30, 2021. Read the university update to learn more. ©

PeopleSoft ~ Gmail  Canvas  Google Drive  ASULibrary  MyApps  Calendar Clubsand Orgs  Outiook  Dashboards  Analytics

Announcements & News 20

Announcements Security News Sports Arts State Press

My Tasks
ASU United Way campaign

Take the TRP survey

Upskill in Career EDGE

Lifelong Learning

My Employment
L career EDGE and Linkedin Learning e Coreadd

A ASU for You Job Information

Personal Information

Q AsuU Class Search

Time Management
1= Degree Search Re e
8. Approve Reported Time

DARS  View More v

sQ

PR PTR/Position Worklist ('
Online Renewal
Position Management

jsiness Center &

/Match (2

date a Person (2"

Authorized Driver Program Admin
ER Qualified tuition reduction (QTR)

Job Openings HR Forms 7 EDGE C

Financial Services
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The “Team Time” link will take you to a navigation collection that includes fluid versions

of the MSS Timesheet, Time Summary pages, Payable Time, Leave/Comp Time,
Manage Exceptions and the Classic+ version of the Reported Time page.

Department time administrator

After logging directly into PeopleSoft HR, you can also access Team Time under the
Manager Self-Service homepage.

¥ My Homepagg

Classic Home Personal Details Payroll

- Manager Self Service 9 b
] 7 YEs =
Last Pay Date 09/24/2021
ESS EDGE Conversations Time Company Directory Benefit Details
o @ LI =
ollQ) [0 LI Q)

Click on the “Team Time” tile on the Manager Self Service homepage.

v Manager Self Service

EDGE Conversations Approvals Company Directory
o ~© 000
1388
Team Time ASU Salary Planning

The initial page at the top of the navigation collection is “Enter Time” or “Timesheet.”
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Department time administrator

Arizona State ASUHome ¥ MyASU Colleges and Schools ¥  Map and Locations ¥  Directory | S SIGN OUT
ml University
Team Time
. Timesheet A Enter Time
Enter Time Use filters to change the search criteria or Get Employees to apply the default Manager Search Options.
Time Summary | e mplovees J ’ Flier J
" Report Time s 1y |
&2 Click 'Get Employees' to pull
I Wibeidy Time Ert all assigned employees. Click
i YreeKly Time Entry 'Filter' to select a specific
_ m subset of assigned
%5 Weekly Time Summary employees

‘& Payable Time
i1}, Leave / Comp Time
' Manage Exceptions

] Reported Time

Clicking on “Filter” brings up search filter criteria. Enter your desired filter search criteria.

- Timesheet ~ Enter Time
Enter Time Use filters to change the search criteria or Get Employees to apply the default Manager Search Options.
Time Summary M—Jmm “
' Report Time Cancel Filters ' Done.
] Weekly Time Entry Time Reporter Group Q
[T, Weekly Time Summary Employee ID Q
[
i Payable Time Empl Record Q
|14, Leave / Comp Time Last Name a
“ Manage Exceptions
& First Name Q
[ Reported Time
m Business Unit Q
Workgroup Q
Position Number Q

Reset

The “Team Time Enter Time” page results will display employees who meet the criteria
in a list that includes their name, job title, employee record, any exceptions and any
hours they may need to be approved. Click on the employee line to pull up the “Enter
Time” page for that employee.
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University

Timesheet
Enter Time
Time Summary
© Report Time
-] Weekly Time Entry
7. Weekly Time Summary
i Payable Time
[I%, Leave / Comp Time
Manage Exceptions

| Reported Time

Enter time

Arizona State

A Enter Time

ASU Home ~

Select Employee

-
.

Name/Title

P— g
Student Worker IV/Empl Red 1

- -
Student Worker IV/Empl Red 0

- ., N -

Student Worker IV/Empl Red 1

— -
Student Worker III/Empl Red 0

My ASU  Colleges and Schools v

Exceptions

Map and Locations v

Department time administrator

Directory S SIGN oUT

3634 rows
o
Hours to be Approved
A
4.50
16.00
v

Enter time is the equivalent of the MSS Timesheet page. Time entry and approval by
individual employees can be performed on this screen.

m. Arizona State
University

ASUHome >

MyASU Colleges and Scheols Map and Locations +  Directory

W SIGN OUT

< Team Time Team Time

Timesheot A
Enter Time
Time Summary

© Report Time

7] Weekly Time Entry

Weekly Time Summary

# Payable Time
Leave / Comp Time
Manage Exceptions

1 Reported Time

Enter Time

Department |

Student Workes IV/Empl Red 1

View Legend
View Time Balances

*Time Reporting Code / Time

4-Monday
Reparted 0
STH - Student Hourly Reguls v
Conments o)
~ Manage Approvals
o

Date Reported Status

10/05/2021

0 1000672021

0 10072021

1010872021

Financial Services- Payroll

‘ 4 October - 17 October 2021
BiWeokly Poriod- PS Delivered

Scheduled 0.00

»

Reported 16 Hours Unapproved Time 16.00

Week 10f2 »
Scheduled 0.00 | Reportad 16.00 Hours | Unapproved Time 0.00
5-Tuesday 6-Wednesday 7-Thursday 8-Friday
— — Resertd 4 [—
4.00 4.00 4.00 4.00
o (] (©] (®
Total TRC Description
400 STH Student Hourly Regular Wages
400 STH Student Hourly Regular Wages
400 STH Student Hourly Regular Wages
400 STH Student Hourly Reguiar Wages.

9-Saturday

Reporied 0

o

Empl 1D —=

Earliest Change Date 09/20/2021

Hourly Rate 15.000000

& Previous

Next &

10-Sunday
Reported 0
| -
o
Approve Deny

Scheduled Work Hours.

*All hours entered this pay period must be approved before 12 noon on Friday, October 15 for payment on Friday, October 22. *F-1/J-1 students are limited to working a maximum of 20

hours per week when school is in session

As a non-exempt employee, you must report ALL daily hours worked in order to be paid. Hourly (HRY) time reported in excess of 40 hours per week will accrue as Compensatory Time unless

overtime is preapproved by your department. ALL hours over 40 in a work week must have supervisor pre-approval.

Financial Services
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Time summary page

Department time administrator

The time summary page provides a calendar-type summary of reported or payable time
by pay period, month, week, etc.

To edit a particular day, click on the date and then click on the “Actions” button at the
bottom of the “Time Summary” page, which will direct you to the “Enter Time” page.

Arizona State ASUHome v MyASU Colleges and Schools »  Map and Locations »  Directory - SIGN oUT
m University
< Team Time Team Time
Timesheet ~ Time Summary
——
Proviou Next
Enter Time Student Worker IV/Empi Red 1 rovious oxi
Rotun 1 Employoe

Time Summary

‘ViewBy Period v ‘ 4 October - 17 October 2021 »
© Report Time Scheduled 0.00 | Reported 16 Hours! Unapproved Time 12.00
v Reported Time  Payable Time
7 Weekly Time Entry
Weekly Time Summary Monday Tuesday Wednesday Thursday Friday Saturday Sunday
4|0 5o 6 D 7|0 8 9 10
Payable Time e Houry Regudr Warges | | Stutsrt Houry Reguor Weges | | Stuseet Hourty Reguser Wiages || St Hourly Regysr Waes
& Hours “Hours P
Leave / Comp Time
n aptod 0o aptod 4o Raptod 4o et 4 PE——— . Repatod 0o
Manage Exceptions
1" 12 13 16 17
T Reported Time
S—— Reprted Reperted Reported O Heur
OCTOBER

N Actions

Payable time

Payable time calculates estimated gross for a specified date range. Only time entered
into the timesheet, approved and processed by the nightlight PeopleSoft job will be
reflected in the gross calculation. The payable time summary view groups payable time
by the time reporting code.

m Arizona State ASUMome = MyASU Coleges sndSchools > Mep ardLocatioos = Dreclory | I SIGN OUT
University
< Toam Time Team Time
Timasheet v Payable Time
—— ——
© Report Time Studont Worker IV/Ermpl Rod 1 Previous  Next

7] Weekly Time Entry =
0172021 )
Weakly Time Summar y o
*Through
Payable Time 101712021

Lswre Gomp T Payable Time Summary

Summary  Detail

Manage Exceptions
Time Reporting Code Quantity (Hours) Estimated Gross
77 Reported Time
Student Hourly Regular Wages 27.00 $405.00 USD
Total 21.00 $405.00 USD
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Department time administrator

The payable time detail view groups payable time by the day and time reporting code.

m Arizona State ASUHome v MyASU Colleges and Schools ¥ Map and Locations »  Directory S sIGN ouT
University
< Team Time Team Time
Timesheet N Payable Time
[
© Report Time Student Worker IV/Empl Red 1 & Provious Noxt &
Return to Select Employee
&) Weekly Time Entry
*From
- 09/01/2021 [
Weekly Time Summary
*Through
Payable Time 10/17/2021

it Loave  Gomp Tine Payable Time Details

Summary Detail

Manage Exceptions
Date Time Reporting Code Quantity (Hours) Payable Status Estimated Gross
7 Reported Time

m 09/01/2021 Student Hourly Regular Wages 1.50 Distributed $22.50 USD
09/02/2021 Student Hourly Regular Wages 1.50 Distributed $22.50 USD
09/03/2021 Student Hourly Regular Wages 1.50 Distributed $22.50 USD
09/04/2021 Student Hourly Regular Wages 150 Distributed $22.50 USD
09/05/2021 Student Hourly Regular Wages 1.00 Distributed $15.00 USD
09/07/2021 Student Hourly Regular Wages 1.50 Distributed $22.50 USD
09/08/2021 Student Hourly Regular Wages 150 Distributed $22.50 USD
09/09/2021 Student Hourly Regular Wages 150 Distributed $22.50 USD
09/10/2021 Student Hourly Regular Wages 1.50 Distributed $22.50 USD v

Leave/comp time

Leave/comp time allows the DTA or manager to review an employee’s leave and
compensatory time balances.

m Arizona State ASUHome ¥ MyASU Colleges and Schools ¥  Map and Locations v  Directory M SIGN OUT
University
< Team Time Team Time
Timesheet v Leave / Comp Time
Tosgew; M Previous Next
© Report Time Dir Information Technology Sve/Empl Red 0 2 _
Return to Select Employee

5] Weekly Time Entry

Sick Vacation Furlough/Pay Reduction Prg
T Weekly Time Summary Plan Type Sick Plan Type Vacation Plan Type Furlough/Pay Reduction Prg
Recorded Balance 646.82 Recorded Balance 66.38 Recorded Balance 0.00

= Payable Time

1" Leave / Comp Time

. Manage Exceptions

] Reported Time m
|

Clicking on the respective leave tab will all you to view the Leave Balance Details and
accrual history.
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Department time administrator

Arizona State ASUHome v  MyASU  Colleges and Schools v  Map and Locations ~  Directory | M SIGN OUT
University
< Team Time Team Time
Timesheet v Leave / Comp Time
) om——
© Report Time Dir Information Technology Sve/Empl Red 0
Return to lances
"] Weekly Time Entry
Leave Balance
T Weekly Time Summary Sick Balance
646.82
Payable Time
Leave Balance Details
. Leave / Comp Time
Accrual Date Earned Taken Balance
z ~
Manage Exceptions 09/19/2021 369 8.00 646.82
] Reported Time m 09/05/2021 369 0.00 651.12
08/22/2021 369 0.00 647.43

Manage exceptions

This option allows the DTA or manager to review time exceptions to acknowledge or
address them as needed. To manage exceptions:

1. Click on the “Filter” button.

. Timesheet v Manage Exceptions
"Y Fix(0) = Allow(0) Al (0)

© Report Time
Exceptions

] Weekly Time Entry Auto Populate under Manager Search Options is set to false. Use filters to search for exceptions.

[ Weekly Time Summary
‘= Payable Time
1i%, Leave / Comp Time

- Manage Exceptions

] Reported Time

2. Enter the “Employee Selection” criteria, if desired, and click “Done.”
3. Review the “Exceptions” and “Fix” or “Allow” as necessary.

7 Timesheet v Manage Exceptions

Y Fix(0)  Alow(0) A0
© Report Time

Exceptions

] Weokly Time Eniry Auto Populate under Manager Search Options is set to false. Use filters to search for exceptions.

—

% Weekly Time Summary
| Cancel & Employee Selection e Done

& Paysble Time Time Reporter Group Q Employee ID Q

i1, Leave Comp Time

Empl Record Q Last Name Q
* Manage Exceptions
First Name Q Business Unit Q
1 Reported Time
Workgroup Q Position Number Q
Clear
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Department time administrator

Team Time AQ G

*, Timesheet v Manage Exceptions
X Fix (19)  Allow (2) Al (21)

© Report Time e

Exceptions _3 5  Allow
7] Weekly Time Entry 4
I, Weekly Time Summary
== Medium
i Payable Time R TLX00450 - Quantity exceeds TRC limits 0011112021 ?
I%, Leave/ Comp Time = —— s Medium
TLX00450 - Quantity exceeds TRC limits 1212002020 2
Manage Exceptions

-] Reported Time

Reported time page

The current page is the existing Approve Reported Time page. You can select and
mass approve time or view an individual employee’s time.

Arizona State ASUMome = MyASU  CollegesandSchacks = Mip andlocatons = Orectory | W SIGNOUT
BSU sy
¢ Team Time Team Time
Timesheet v New w | Help
Approve Reported Time
© Report Time Timesheet Summary
7] Weely Time Entry ~ Employee Selection
Weekly Time Summary Employee Selection Criteria Get Employees
Selection Criterion Selection Criterion Value
Payatie Time Clear Criteria
Time Reporter Group Q
Leave | Comp Time Save Criteria
Employee ID a
Manage Exceptions
Empl Record a
[7] Reported Time
Last Name A Q
First Name Q
Business Unit Q
Workgroup Q
Position Number Q
n Change View
ViewBy | Week v Show Schedule Information
Date 10/15/2021 ik Prev Nes

Employees For Terri Gillesple, Time Needing Approval From 10/11/2021 - 10/17/2021

5 Q 12002 v

Time Summary Remographics 11>

Select  LastName First Name Empl job Tite Houes fo e Reporiec = Acheduiec s

Aotond Aoioved ] Wors EIePn | Aoprovedor| Denied Hows FTE Compensation Rate
( ’ e 0 Exec Director 16.00 16.00 000 000 000 1000000 6600.000000
[ [ 0 Customer Svc Spec 4000 4000 000 000 000 1000000 17.095640
Approval12®
Select All Deselect All Approve Deny
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