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PROCESS OVERVIEW

This training guide is designed to provide instruction and system information for users at the indicated level:         MANAGERS                DEPT TIME ADMINISTRATOR              OHR STAFF 
The purpose of this Business Process Guide is to illustrate the procedural steps and the PeopleSoft screens used by Departmental Time Administrators (DTA) and supervising managers to establish the selection criteria they will use when searching for employees. Managers can also set up display preferences for viewing employees selected through the self-service menus.
Setting Manager Search Options
Step 1: Logging On to PeopleSoft

Like individual employees entering time, Managers will use their ASURITE ID and personal password when they log on to PeopleSoft to establish their search options. 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 Manager will see the following panel:

Figure 1: PeopleSoft Log-On 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 Manager 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 Time Management Process
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 the Manager Self Service menu 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 (like most menus in PeopleSoft) 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: Processing Time Menus
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Select the menu listing or icon for Manager Search Options and double click. Clicking on this menu item displays the Select Default Criteria and Options screen shown in Figure 5.
Step 3: Selecting Manager Search Options
Figure 5: Select Default Criteria and Options Screen
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This page allows each manager to specify criteria and display options used to search for employees. The search information selected here is used as the default for all self service pages used by the manager where there is an employee search capability. Place a check in the box in the Include in Criteria column if you wish to use this value to search for employees. Place a check in the box in the Include in List if you wish the value to be included in the listing of employees returned by the search.
Selecting the Prompt for Results button requires the manager to click on the Get Employees button after entering specific criteria on the search screen before results of the search are returned. With Auto Populate Results selected, the search screen automatically returns all employees assigned to that manager by Department or T&L security. The Auto Populate option has proven to be very slow in returning results and may return more data than is needed for a given operation. 
The Expand Criteria option presents the manager with the full list of selected criteria on every search screen. The Collapse Criteria option eliminates the criteria listing from the search screens. For ease of understanding and use, the Expand Criteria option is better and less confusing.
These options can be changed by the manager at any time. After selecting the desired options, click on the Save button.
The selection of Manager Search Options process is now complete. The manager may select any menu item from the Menu on the left to complete other tasks in PeopleSoft, or click on Sign Out to exit the system.
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