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DTA Information Session 

Logging In 
 

 

As you probably know by now, ASU 

Interactive will not give you access to your 

DTA pages. 

 

 

 

 

 

DTAs access PeopleSoft via the https://hrsa.oasis.asu.edu/ URL. 

 

Basic DTA Flow 
 Non-exempt employees record their hours and request paid time off using Time 

Reporting Codes (TRCs) 

 Exempt employees request paid time off using TRCs. 

 DTAs approve and correct recorded time. 

 The Time Admin process runs daily at noon and 9pm.  Each time it runs, it identifies 

approved recorded time exceptions, and converts approved recorded time into payable 

time.  

 

Time Exceptions 
• An exception is recorded time that doesn’t fit the system rules. 

• The Time Admin process applies severity levels to exceptions: 

• They are low, medium, and high. 

• Low and medium levels generate payable time 

• DTAs must clear high exceptions to generate payable time 
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Clearing Exceptions 
• To clear any exception, make a time adjustment in the timesheet, and allow the Time 

Admin process to run again. 

• Any time adjustments must have a record of the employee’s request like a Time 

Adjustment form.  

 

 

Reasons for Non-payment 
Two most common reasons within a DTA’s control 
are: 

• If your employees have critical exceptions they 

won’t get paid unless your clear the exceptions.  

• Time wasn’t approved 

 

Contact HR if you do not know how to clear exceptions.  
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CALENDER 

 
 

 

2nd Payperiod 
Monday 13th – 26th  
 
27th – 31st DTAs are locked out; while payroll runs  

 

On the 3rd can go back and correct August 27th – 31st. (The software will let you in on the 1st, 

which is a Saturday.) 
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Weekly View  

 
View the Weekly time calendar to see Reported and Payable time. 

 

Reported Time 

 
Reported Time –  Shows actual punches that were clocked by the non-exempt employee.  There 

is a Reported Hours view in the Weekly View.  You can see this view, employees cannot.  

You may view a detail of the hours worked by clicking on the numerical link in the employee’s 

hours. (Eg 10.82) 
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Payable Hours 

 
The Payable Hours view in the system shows the quantity of hours for which the person will be 

paid. It reflects all adjustments made by the system. Employees can see this view.  

 

Some additional codes; in the PAYABLE time when  reviewing/calculating employees hours; 

HOP = holiday pay 

CE5 = the time and ½ (portion) for overtime pay shows up w/ CEP, then this is the time 

and ½ so for 2.75 (CEP) this would show as 1.375 paid 

CEP = comp time paid, this is the hours IE:  2.75 paid at straight  

CTE = comp time earned 

Payable Time Detail View 
 

 
The Payable Time Detail view lists the status, TRC, and quantity of payable hours. 
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Update Timesheet Data 

 
 

Timesheets are updatable through the Report Time>Timesheet links. 

To make adjustments to non-exempt hours, use a Time Adjustment Form. 

If the form is filled out for a prior pay period, send it directly to Payroll. 
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Time Adjustments 

 
To make adjustments to non-exempt hours, use a Time Adjustment Form. 

If the form is filled out for a prior pay period, send it directly to Payroll. 

 

To make adjustments to exempt requested time off, from a prior pay period, use a Time 

Adjustment Form. 

Send it directly to Payroll. 

ANY forms sent to Payroll, must be dated to indicate which pay period the forms are for.  

 

Keep all forms including Time Adjustment forms on file for 5 years. 

 

Adjustments to Payable Time 
As the system converts approved reported time to payable time, it makes these adjustments: 

• compensatory time  

• ASU’s Rounding rules,  

• FLSA regulations  

 

Dea
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Compensatory Time  
The university does not pay overtime. If you work over 40 productive 

hours in a week, you will receive compensatory time.   

 

If you worked 42 hours you would get 3.5 hours of premium comp time 

(1.5 x hours over 40 worked). If you worked 32 hours, and had one day was vacation for a total of 

40 hours, then you worked Saturday 2 hours, you would have 2 hours of straight comp time, not 

premium comp time (because you didn’t work for more than 40 hours). Compensatory time is 

given in lieu of overtime. Payroll can answer further questions about comp time. 

 

The employee can see how much comp time they have accrued on their paycheck. 

 
Employees request Comp time using the Request for Paid Time off form, and you would enter it 

as you would vacation and sick leave.  

 

 

 

Employees request Comp time using the Request 

for Paid Time off form, and you would enter it as 

you would vacation and sick leave.  

 

 

 

 

 

 

 

Use the TRC (Time Reporting Code) for Comp 

time taken. Refer to a Request for Paid Time Off 

form to enter Comp time. 
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The system calculates comp time accrual and 

populates the comp time accrual bucket. 

 

 

 

 

 

 

The Rounding Rule 
 

The rounding rule is applied when the Time Admin process runs against 

approved hours.  

The process runs at Noon and at 9 PM daily.  

Payable time is rounded to the nearest quarter of an hour.   

 

 

Where are My People? 
 

If a DTA cannot locate someone they thought should have been listed in their department(s) 

submit a help ticket: http://www.asu.edu/support  

 

Instructions for submitting a help ticket can be found at:  

http://www.asu.edu/courses/oasis/_JobAids/Request_Help_via_Help_Ticket.pdf 

 

In the search options Group ID, is 

equivalent to a Department. 


