1

In this demonstration we will navigate to the area in PeoplSoft that allows us to view reported time details without the need to access individual timesheets.
2

We are selecting the Weekly Time Calendar link to view an entire two week pay period.

8
The Legend at the bottom of this view tells us that green highlighted hours have been reported as Regular Time. 
Reported hours have links to the time detail view which identifies which type of Time Reporting Codes were applied to them. 
Access that view by clicking on the hours link.
9.

The Details view tells us that these reported hours were for Jury duty.
11.

Another view you may use is the Payable Hours view. 
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After clicking the Payable Hours radial button you must then click the View Week button to bring that data into view.

13.

There are no Payable Hours generated yet because the Time Admin process has not yet run. Let’s return to the Reported Hours view.

15
Note that you may also move to a Previous or Next week view here as well.

16
We now know how to view reported hours and their types without needing to access individual timesheets. This brings us to the end of this demonstration. Thank you!

