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PROCESS OVERVIEW

This training guide is designed to provide instruction and system information for users at the indicated level:         DEPT TIME ADMINISTRATOR              OHR STAFF 
The purpose of this Business Process Guide is to illustrate the procedural steps and the PeopleSoft screens used by a Departmental Time Administrator (DTA) to correct exceptions to reported time generated by the Time Administration process. Exceptions to Reported Time may be system generated through validation of reported time values against the Time and Labor setup tables, or as a result of violation of Time Administration rules. Exceptions with a severity of High will not generate Payable Time until they are corrected or cleared. Exceptions with a severity of Low or Medium are still reported for correction but they will generate Payable Time.  All exceptions must be resolved or authorized.
Exceptions are created when the rules are applied to an employee’s approved time on an individual time sheet or when the Time Administration process is run for a group of employees in the department. The DTA should view the Exceptions table to determine if any of the department employees have exceptions that will prevent them from being paid in full and correct the error conditions.
Correcting Reported Time Exceptions
Step 1: Logging On to PeopleSoft

Like individual employees entering time, the Departmental Time Administrator (DTA) will use their ASURITE ID and personal password when they log on to PeopleSoft to approve reported time. The process for gaining access to the PeopleSoft system is the same for all employees, but the processes they can use and the data they are permitted to see will be determined by the roles and permission lists they have been granted to do their job.
When the log-in screen is accessed the DTA will see the following panel:

Figure 1: PeopleSoft Log-On Screen new screen
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The employee’s ASURITE ID will probably be pre-populated in the related field when this screen comes up. If not, the DTA will enter their ASURITE ID into the User ID field.  They will then click on the TAB key to move the cursor into the Password field. They will enter their password into this field and click on the yellow, Sign In button.

Step 2: Navigating to the Manager Self-Service Applications
Clicking on the Sign In button in Step 1 above will bring up the main PeopleSoft menu screen. On this screen, the main functional menus of the HCM software are listed in a box on the left side of the screen, as shown in Figure 2:
Figure 2: Root PeopleSoft Menu List
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Using the mouse or touchpad, move the cursor down the list to Manager Self Service and double click on that topic. The following set of menus will then appear on the screen:
Figure 3: Manager Self Service Menus
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Note that the Manager Self Service menus are represented in two ways: 1) As a list of topics in the white area of the menu area in the left column of the screen, and 2) as a group of titled folders with sub topics in the middle of the screen. You may select your next topic by clicking on either the topic in the left hand column or by clicking on a file folder (or sub-topic) in the center of the screen.
Click on the Time Management entry in the left hand column or on the Time Management file icon in the center of the screen which brings you to a new set of menus under that specific topic as shown in Figure 4 below:

Figure 4: Time Management Menus
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The DTA is seeking the Exceptions menu to determine if Exceptions to the Reported Time for his departmental employees have been generated. To reach the desired screen, the DTA may click successively on the Time Management, Approve Time and Exceptions and Exceptions titles revealed in turn in the left hand column. Or the same end may be achieved by clicking on the Approve Time and Exceptions and then the Exceptions file icons in the main section of the screen as illustrated in Figure 5 below. A quicker alternative would be to click directly on the Exceptions listing under the Approve Time and Exceptions file on the Time Management screen shown in Figure 4 above which eliminates the need to move through the intermediate menus. 
Add tip at bottom for shorter navigation
Figure 5: Approve Time and Exceptions screen
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Once Exceptions is selected, the Manage Exceptions employee selection options shown in Figure 6 below become available:

Step 3: Viewing Exceptions
Figure 6: Manage Exceptions Employee Selection screen
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This page enables the DTA to utilize detailed search criteria to select a specific employee or group of employees for further review. At ASU each department will have a group (review wording) that will select the employees working in that department and bring their Exception records together all at once to simply the review and correction processes. Figure 7 below shows the Manage Exceptions page with a sample Group ID entered in the search criteria box. A single employee can be brought up by searching on a specific EmplID.
After entering the search criteria, the DTA clicks on the Get Employees button and the search screen returns the employee or employees that meet the listed search criteria, as shown in Figure7 below.

Figure 7: Manage Exceptions Screen with Group ID search criteria and Employees found
[image: image8.png]A Exceptions - Microsoft Internet Explorer

b My Favorites
> ASU Customizations
i ASU Conversion
1 Self Senice
I~ Manager Self Service
= Time Management
b Manags Schedules
= Approve Time and
Exceptions
- Reported Time
— Payable Time

~ Ouertime Requests
- bsence Requests
b Report Time
© ViewTime
- Manager Search Options
© Job and Persanal
Information
b Compensation and Stock
b Learning and
Development
© Perfarmance Management
b Recruiting
1 Workforce Adrministration
1 Benefits
> Compensation
1 Time and Labor
b Payroll for North America
b Global Payroll & Absence
Mamt
b PayrollInterface
1 Workforce Development
i Organizational Development
b Enterprise Learning
> Workforce Monitaring
b Pension
b Campus Community
1 Recards and Enroliment
1 Curticulum Management

b Enterprise Components
1 Tree Manager

Manage Exceptions

- Employee Selection Criter _

Description Value
Group ID D1060

EmpliD

LastName

Department

Position Nurnber

Allowing an exception will enabls the time to be processed and creats payable time without having to
resolve the exception. Once an exception has been allowed, itwil no longer appear on this page.
“Time that has an exception with a Low or Medium severity level will st create payable time.
Exceptions with a source of Time Administration can only be resalved by unning the Time
Administration process. Time that has an exception with a High severitylevel will not create payable
time.

» Fitter Options

Exceptions.

Quantty exceeds TRC
lirmits

Il TLX00440 0741312007 Gregory Dermpsey

n} TLX00450 07/0912007 Gregory Dermpsey

Clckthis bton to resolve non-setup related exceptions once reported time his been
corrected using the Timesheet page. This button wil oly resolve exceptions wit a
source of Time Valdstian-Elapsed or Punch.

GoTo:  Manager Self Senice

Time Management

NewWindow | pelp | Customize Page |





Each of the “High” severity exceptions must be resolved if the employee is to receive payable time for the hours affected by the exception. “Low” severity exceptions will create payable time but must be ‘allow’ or resolved to make sure the time record is clean (add footnote). Clicking on the Details tab takes the manager to the second screen, shown in Figure 8, below, that provides more detailed information regarding each exception.

Figure 8: Detailed Exception Information Screen
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Clicking on the Exception Description link displays a longer description of the exception which may help the DTA determine how to resolve the issue. See Figure 9 below:

Figure 9: Exception Long Description
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After reading the longer definition, the DTA clicks on the OK button to return to the Exception Detailed 
Information page (Figure 8). Clicking on the Overview Tab returns to the Manage Exceptions search page displayed in Figure 10 below. 

Figure 10, Manage Exceptions Search page
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To clear the individual exceptions, the DTA must now return to the employee timesheet to change the reported time or Time Reporting Code (TRC’s) – tied to earning codes – to clear the exceptions. The DTA clicks on Time Management in the left hand Menu list to return to the main time management menu as shown in Figure 11, following:
Step 4: Clearing Exceptions
Figure 11: Return to Time Management Menu
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To view the individual employee’s timesheet, the DTA first selects Timesheet under the Report Time menu. The Timesheet Summary search page, shown in Figure 12 below is displayed.

Figure 12: Timesheet Summary Search Page
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The DTA can now enter the specific EmplID of the employee he wishes to review. After entering the EmplID in the search box, click on the yellow Get Employees button to the right of the search boxes. The system will display a flashing processing indicator in the upper right corner of the screen while the system finds and retrieves the selected records. If records matching the search criteria are found, the record or records are returned and displayed at the bottom of the screen as shown in Figure 13 below.
Figure 13: Timesheet Summary search results
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The DTA confirms that the system has returned the desired employee record and double clicks on the name link of the employee to be reviewed. This action returns the employee detailed time record as shown in Figure 14.
Figure 14: Detailed Employee Time Record new screen
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The DTA can review one week of the detailed timesheet, as shown above, or select Time Period under the View By ▼ to see the entire two week pay period at once as shown in Figure 15 below. 
Figure 15: Employee Time Period Record with entries showing Exception Icon (combine screens)
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The lines for Monday, July 9th and Friday, July 13th show the clock icon indicating an exception. The exception for the 9th corresponds to the “Low” level exception noted for the employee. In this case, the employee has recorded more than 15 hours worked in one day in violation of an ASU local rule. The DTA can either change the time, if the entry is erroneous, or can approve it for payment if it is correct. If the DTA decides to change the time entry, he will enter the corrected time on the timesheet directly, as shown in Figure 16 on the next page. 
The “High” level exception on the 13th indicates that an Invalid Time Reporting Code (paid leave for a non-benefits eligible employee) or TRC was entered for the day. The DTA can clear this exception by correcting the TRC has shown on Figure 16, following.

Figure 16: Timesheet with Corrected Entries to Clear Exceptions
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The DTA now clicks on the Submit button to enter the revised time into the Time & Labor system. The Submit Confirmation screen displays and the DTA clicks OK. The Timesheet Summary now shows the revised entries for 7/09 and 7/13, both requiring approval, in Figure 17. The DTA now selects the changed entries by checking the box next to both lines requiring approval.
Possibly adding a box or words certifying that the hours are true and accurate.??
Figure 17, Timesheet Summary with Entry Requiring Approval selected.
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The DTA then clicks on Approve Selected to approve the changed time entries and prepare the revised time for the next run of Time Administration. This action results in the Approval Confirmation screen, click on OK, and a return to the Timesheet screen with the approval action complete, Figure 19.
Add screen
Figure 19: Revised Time Entries Approved
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The DTA can now return to the exception screen by clicking on the Approve Time and the Exceptions menus once again to return to the Manage Exceptions search screen, Figure 20, below.

Figure 20: Manage Exceptions with EmplID Search Criteria
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Click on the Get Employees button to recall the employee’s exception listing. The system searches for Exceptions under the EmplID and returns to the Manage Exceptions screen showing that none were found. The corrections made by the DTA on the have cleared both exceptions. All Reported Time will be converted to Payable Time with the next run of the Time Administration process.
Figure 13: Manage Exceptions Page With No Exceptions Found duplicate
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The DTA can now enter another EmplID to review exceptions for another employee, click on other links or menu listing to begin other tasks or click on Sign Out to leave the system.
NOTES:
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