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Notes:

Overview
This guide will show you how to approve, input and change employees’ time in PeopleSoft.  Specifically, you will learn how to:

· approve time reported by non-exempt employees

· approve vacation/ sick leave requested by all employees

· make additions and corrections to time reported by non-exempt employees 

change how search results are entered and displayed 

Notes: 
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Helpful Web Sites
HR Web Site
www.asu.edu/hr
The HR website will continue to be your source for HR information. 
From here you can access important forms (like timesheets and time adjustment forms) and the HRIS website. 

Need NEW SS
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HRIS Web Site
hcm.asu.edu/

This site is your one stop for all information
 about HRIS. 
Most relevant to you is the DTA Bulletin

Board, located on the bottom right. 

It holds the latest news and information

relevant to the DTA role. 
Need NEW SS

Figure 3: Manager Self Service Menus

Need NEW SS of Interactive & PS  access before this screen.
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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

Use previous SS
At this point the DTA is seeking the Reported Time menu to approve reported time for his departmental employees. To reach the desired screen, the DTA may click successively on the Time Management, Approve Time and Exceptions and Reported Time 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 Reported Time file icons in the main section of the screen as illustrated in Figure 5 below. A quicker alternative would be to click on the Reported Time 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. 

  COMMENTS "" 
Time Reporting and Approval

A. Approve Employee-Reported Time 

B. Enter and Approve Manually Reported Employee Time 
B. Reported time comes in two types: 

1) Non-exempt employees will report the number of hours they work each day. 

2) ALL employees will request paid time off (vacation or sick leave)
In both cases, you will approve the time via the timesheet.  For paid time off, you must check that the employee has accrued enough time and has managerial approval.  Your department will set the procedures for requesting and receiving managerial approval of time off.

Once you have logged into PeopleSoft, navigate to the timesheet as follows: 

Manager Self Service -> Time Management -> Report Time -> Timesheet
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Up to date screenshot?

A. Once Reported Time is selected, the Timesheet summary and employee selection options shown in Figure 6 below become available:

 COMMENTS "" 
A. To see the department employees enter a search criteria such as Group ID, enter the beginning pay period date, then click on the Get Employees button.  Adding the pay period date here streamlines your search process.

NOTE: You will only be able to see the department(s) that you have requested when you ask for the DTA role. 

New SS
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A. Time Entry (changing, adding or deleting)
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. The record(s) will be displayed at the bottom of the screen as shown in Figure ? below.

To approve time, there is an approve Reported Time link at the bottom of the link.  Only use this if you are sure that have the authority to approve all of the employees’ time shown on the list.  Often, you will see more employees on the list than you actually have the authority to approve.  

To approve a individual employee’s hours click on their name. 

 New SS needed
[image: image67.png]2 ASU Human Resources - Microsoft Internet Explorer
Fle Edt Vew Favortes Ioos Hep

m ARIZONA STATE
UNIVERSITY

Jobs @ 45U e

Empl

U8 usasnume o MR
Reception U5 S ory e

Welcome to the Office of Human Resources
Human Resources Information System

ASU has implemented a new payroll system called Human
Resources Information System (HRIS). HRIS will make HR
information more accessible to supervisors and employees, and is
a critical piece of infrastructure that will support ASU's growth
over the long-term. Many local institutions and colleges have
implemented the software, and the software puts us on par with
other state institutions.

For more information on the HRIS system, please visit the
HRIS website.

Human Resources News

Have a Suggestion?

University Services Building (USE)
1551 5. Rural Road, Box 575612
Tempe, Arizona  85287-5612
(450) 565-2701

ssihrpazy.edy

Days and Hours of Operation
MON-FAL, 8am-Spm.

Human Resources

P Manual  HR Advsor | HR Forms.

Search HR

Need Information on Open Enroliment

TIME LEFT UNTIL
OPEN ENROLLMENT CLOSES




[image: image68.png]2 http: . asu.¢ Human Resources Information System | HRIS - Microsoft Internet Explorer

e Edt Vew Favortes Took Hebp

ASUHome | ASUA-ZIndex | ASUInteractive | myASU | Directory | Map

HRIS - Human Resources Information System

Additional Resources

o ASUInteractive
o Flexble Work Scheduies
‘o Group Positon Management

Interim HRMS Leave & Termination Codes
Training Calendars

Getting Access

o Add ARequest
‘» Manage ARequest

Contact HR

University Services Buiding (UsE)
15515, RuralRd.
Tempe, AZ 85287-5612

DTA Bulletin Board
RSt ReusTorbras




[image: image7.png]Timesheet Summary

~ Employee Selection Criteria

Description
Group 1D
EmpID

Empl Red Nor
LastName
FirstName
Business Unit
Workgroup.

Position Number

Value
00022

P L L L LLLSL

ViewBy: |Week v| Date:

0872212007 [ (ZRefresh )

‘== Previous Week

GetEmployees

Next Week ==

New Window | Help | Customize Page | L/

Name Job Description
Alisha Aliston Office AsstReceptionist
AmyLi Computer Operator
CasevThomas  Student Worker il
Constance Benedict Testing Supenvisor
Cinthia Milberger  Testing Supenvisor

Computer Oper Support
Devon McCoy i

e e P

Reported Hours tobe Scheduled

Hours  Approved  Hours
16.00 000 000
16.00 800 000
000 000 000
40.00 40.00 000
1200 1200 000
000 000 000
P P P

Exception

Approved/Submitted Denied
Hours Hours
16.00
800
000
000
000

000

P

Description

170210 University Testing Services
171890 University Testing Services Pl
983000 University Testing Senvices
440270 University Testing Sevices
440270 University Testing Senvices

171880 University Testing Services

e e




A & B. This is the timesheet for an individual employee. In this example, the employee has reported regular hours and requested vacation time. 

You can view the timesheet by the day, week or time period by choosing from the view by drop down menu. You can quickly navigate to the next employee or week by using the links at the top right of the timesheet. 

To approve reported hours, click on the checkbox next to the hours you wish to approve (or click on Select All, if desired) and then click on Approve Selected. 
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The DTA can review the detailed time entries for the entire pay period or for each week individually and can make changes, additions or deletions of time reported if instructed to do so by the employee in writing. 

A & B. Review vacation and sick balances first. If there are not enough hours accrued, notify the employee and make adjustments to the Time Reporting Code.
Reduce Vacation/Sick to time available and add the appropriate unpaid leave code for the remaining hours.

Click the Approve Selected button.

NOTE: This example uses a non-exempt timesheet. The process is the same for an exempt employee.
This SS should be BEFORE Select All for Approval
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When all records to be approved have been selected, click on the Approve Selected button. This will bring up the screen shown in Figure 11 which requires the DTA to confirm Approval of the selected time records:

You will see these two screens.  

The message on this first screen is misleading.  You will be able to change and re-approve any time that you have previously approved within the current pay period. 

Click OK
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The DTA will click on the OK button to approve the selected records or on Cancel to return to the previous detailed time record screen. When the OK button is pushed, the screen shown in Figure 12 is displayed.

Click OK
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This screen confirms that the approval of the records was successful. Click on the OK button. The system returns to the Employee Detailed Time record screen with all records changed to a status of Approved as shown in the next Figure.
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The hours are now approved.

 The DTA deadline is always noon on Monday following a pay period.  All hours must be approved by then. 
HRIS Website 
The DTA will now click on the Return to Select Employee link at the bottom of the page to return to the employee listing on the Timesheet Summary search page. Note in Figure 14 that the record line for Phoebe Buffet is no longer in the list since her time records have now been approved.

Figure 14: Revised Timesheet Summary Page with Employees requiring Time Approval
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The DTA may now review each remaining employee detail record as just shown. If the DTA knows the reported time shown for the other employees to be correct, the employee record lines may be selected one at a time by clicking on the Select checkbox next to each employee line or by clicking on the Select All checkbox below the employee listing. The Timesheet summary screen will then appear as shown in Figure 15 below. 

Figure 15: Timesheet Summary with time records selected for approval
[image: image14.png]AReported Time - 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

 Payable Time
- Exceptions
- Overtime 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
[ Student Financials
b Set Up HRMS
b Set Up SACR
b Enterprise Components
1 Tree Manager
1 Reporting Taals.
b PeopleTools
- careers
- Change by Password
|- v System Profe
|- by Dictionary

NewWindow | pelp | Customize Page |

Approve Reported Time

Timesheet Summary
cotEmpoges |

Description Value

Group ID

EmpliD

LastName

Department

P L L L L

Position Nurnber

Selectan employee and click on the approve or deny button below to approve or deny the employee's
time. Click on the employee's name to visw, approve andior deny the employss's fime. You may select
different view by aptions - by week, by date, allime before or al ime after the specified date.

Viewy: [Week

051162007 ) (BReiesh) << Previous Week Next Week »»

[Employees For Chandler Bing, Time Needing Approval From 05/14/2007 - 05120/2007

Hourstobe Reported  Scheduled Approved/Submitted Denied
Select  Name lovet n: growp  Reports To Position Number Position Numl
Select  Name el Hoted e Exception ;001 Hours Employee ID Department  Workarow Reports To Position Number Position Numl
Daisy Talavera 16.50 16.50 000 000 0.00 1000736571 60207 s 103163 115378
Heidi Blincoe 2000 2000 00 00 0.00 1000702012 J0102 HNOB 114622
Ross Geller 000 000 000 000 0.00 1000634044 ND301002 s 113701 112252

™ selectan O glearan
GoTo:  Manager Self Senice

Time Management
Report Time





Once the desired records are selected for approval, the DTA will click on the Approve Selected button records to begin the approval process. Once again, the Are you sure you want to approve the time selected? Screen (Figure 11) appears and the OK button is clicked to continue the approval process. This brings up the Approval Confirmation screen (Figure 12) and again, the OK button is selected to acknowledge the confirmation. This returns the DTA to the Timesheet Summary page. All employees originally in the list are no longer shown since all reported time has been approved, Figure 16.

Figure 16: Timesheet Summary Page with all time Approved
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The DTA may now select any of the Menu links at the bottom of the page to return to other menu options or select Sign Out at the top right of the page to leave PeopleSoft.

Time Input and Adjustments (Enter, Correct or Adjust Time)
Figure 4: Time Management Menus
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At this point the DTA is seeking the Reported Time menu to enter, correct or adjust the time reported by the departmental employees. To reach the desired screen, the DTA may click successively on the Time Management, Approve Time and Exceptions and Reported Time 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 Reported Time file icons in the main section of the screen as illustrated in Figure 5 below. A quicker alternative would be to click on the Reported Time 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. 

Figure 5: Approve Time and Exceptions screen
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Once Reported Time is selected, the Timesheet summary and employee selection options shown in Figure 6 below become available:

Figure 6: Timesheet Summary and 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.
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Dynamic search screen. Delete?
Step 3: Correcting a Reported Time Entry
Once the search criteria needed to find the desired employee records have been entered 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 8 below.

Figure 8: Timesheet Summary search results
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The DTA would be in receipt of a paper timesheet, signed by the employee, indicating that a correction needed to be made to the employee’s Reported Time. On occasion the DTA may know of correction to be made and generate the paper timesheet for the employee’s signature. With the information needed for the change in hand,  the DTA would double click on the name of the employee to be reviewed at the bottom of the screen. This would return the employee detailed time record as shown in Figure 9.


Figure 18

You may need to input time from employees who cannot enter their own time into the computer.  Additonally, there may be rare? circumstances when an employee has entered time and cannot change the values themselves.  In these circumstances, you can enter the time for them. 

NOTE about Time Adjustments after a pay period has ended.

If a DTA needs to make any changes in the reported hours of a timesheet, they need to document the change on a Time Adjustment Form which is filed in the departmental file for five years.

Submit these TAFs (Time Adjustment Forms) directly to Payroll after a pay period has ended since you will not be able to correct timesheets at that time.

 To enter time for an employee 

The employee must give you a signed timesheet.  There is one at www.asu.edu/hr/forms (look under T for timesheet) or you can use your own. 

Because you are entering the data for the employee, they must give you a signed form and you must keep it for 5 years for audit purposes. 
Once they have given you a signed timesheet, return to the timesheet in PeopleSoft, go to their timesheet, enter the hours, select the correct time reporting code and click on submit.   You can approve the hours immediately, if desired. 
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Step 1 – Enter the correct time by referencing the Time Adjustment form.

Step 2 – Click on the + sign to add a new line so that we can enter an additional Time Reporting Code.
For this example the DTA knows the aspects of the reported time for this employee that need to be corrected.

Occasionally you may need to change reported time that has been approved. This section shows how to correct and add additional Time Reporting Codes.
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Step 3 – Click into the Tue field to change 8 to 4.
Step 4 – Click into the second line under the Tue field and type 4. 
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Step 5 – Click on the drop-down menu arrow to view Time Reporting Codes.
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Step 6 – Click on VAH - Vacation Hourly
Note that there is a greater variety of Time Reporting Codes available to the DTA.
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Step 7 – Click the Submit button.
When all needed changes have been made the DTA would click on the Submit button. When the system accepts the changes to the time record the screen shown in Figure ? is displayed confirming that the changes to the employee’s reported time have been accepted.

The DTA will click on the OK button to the employee’s detailed Reported Time record screen as shown in Figure 12.
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Step 8 – Click OK.
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Step 9 – Click Select All to prepare to approve the change.
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Step 10 – Click Approved Selected to approve the change.
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Step 11 – Click Ok.
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Step 12 – Click Ok. 
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The change is approved. 

Step 4: Correcting an Approved Time Entry

This is going away, correct?
Correcting Reported Time Exceptions
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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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
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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

SS out of date
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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)

SS out of date
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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

SS out of date
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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.

SS out of date
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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

SS out of date
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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.

Weekly Time Calendar View
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Reported Hours

Step 1 – Click on the Weekly Time Calendar view in the View Time menu.

Step 2 – Look up your employee using their ID # or criteria of your choice.

Step 3 – Click Get Employees

Step 4 – Click on the radial button titled Reported Hours

Step 5 – Click a checkmark into the Show Symbols area. This will color code the various types of pay an individual has generated. Eg. REG hours are green.
Step 6 – Click on the View Week button to bring up Reported Hours.
Payable Hours 
Step 1 – Click on the Payable Hours radial button.

Step 2 – Click on the View Week button.
Note: The Monthly, Daily, and Payable Time Detail views are useful as well. 
Note: Click on the hours links (Eg. 08.09 is highlighted above) to view details about them.

Payable Hours


[image: image52]
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 Details
Figure 31
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The Payable Time Detail view lists the status of an employee’s pay.

Step 1 – Click on the Payable Time Detail link under the View Time menu.

Step 2 – After entering your search data, click Get Employees.

Step 3 – Click on the employee name you wish to view.





Step 4 – Click on the calendar icon, and choose a date to view.

Step 5 – Click the Get Rows button.

Step 6 – View Payable Time Detail.

Setting DTA Search Options
Departmental Time Administrators (DTA) and supervising managers can 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.

Figure 1
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Step 1 – Select the Manager Search Options link

Figure 2 – View of Search Options Settings [image: image55.png]PeopleSoft.
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Select the menu listing or icon for Manager Search Options and click. Clicking on this menu item displays the Select Default Criteria and Options screen.

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.

Notes: 

Appendex

Examples of Time Reporting Codes (TRCs) by Position Type

	Houry TRCs
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	Salaried
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Notes:
Employment Definitions for PeopleSoft Implementation

Regular/Temporary Status:

Regular – a position which is considered to be part of the established staff compliment; will be recurring from year to year.

Short Term Temporary – a position which is established to respond to a temporary increased workload not to exceed 6 months in duration.

Long Term Temporary – a position which is established to respond to a temporary increased workload due to additional short term project or special initiative needs which will extend 6 months or more, but not to exceed 2 years

Seasonal – a position which recurs during high (or peak) work or volume needs typically associated with an established work schedule (can be either full or part time, as defined above); assignment will be of a short duration (not to exceed 5 consecutive months) and occurs during the same time periods from year to year; may be employed as either full or part time during the period in which they are required.

Full/Part Time:

Full Time – designated as working no less than 2,080 hours per fiscal year (40 hours per week, 52 weeks); 1,560 hours per academic year (40 hours per week, 39 weeks); representing a 1.0 FTE.  Seasonal staff can be defined as full time during the period in which they are employed; however they are not benefit eligible.

Part Time – less than a 1.0 FTE; if assignment is less than .5 FTE; not benefits eligible; greater than .5 FTE but less than 1.0 FTE is benefits eligible.

PRN – (less than .1 FTE) a position that is established to provide additional staff on an as needed basis due to unexpected staffing shortage to meet workload of area; not benefit eligible; typically paid at a premium rate in recognition of the highly variable nature of the assignment.

Notes:

Benefit Eligibility by Employment Definition
Benefits eligibility is a combination of being hired to work at least .5 FTE or greater for a duration of 6 months or more in any employee classification other than Graduate or Student Worker. 

Retirement eligibility occurs upon accumulation of working an average of 20 hours over 20 weeks within a fiscal year (.5 FTE for 20 weeks or greater in a fiscal year)

	 
	PART-TIME <.5 FTE
	PART-TIME >=.5 FTE
	FULL-TIME =1.0 FTE

	REGULAR
	Non-Benefits/Non-Retirement Eligible
	Benefits & Retirement Eligible
	Benefits & Retirement Eligible

	LONG-TERM TEMPORARY
	Non-Benefits/Non-Retirement Eligible
	Benefits & Retirement Eligible
	Benefits & Retirement Eligible

	SHORT-TERM TEMPORARY
	Non-Benefits/Non-Retirement Eligible
	Non-Benefits Eligible; May be Retirement Eligible
	Non-Benefits Eligible; May be Retirement Eligible

	SEASONAL
	Non-Benefits/Non-Retirement Eligible
	Non-Benefits Eligible; May be Retirement Eligible
	Non-Benefits Eligible; May be Retirement Eligible

	PRN
	Non-Benefits/Non-Retirement Eligible
	Non-Benefits Eligible; May be Retirement Eligible
	Non-Benefits Eligible; May be Retirement Eligible


Employee Classifications (EMPL CLASS)

	Administrative (Admin)
	Faculty w/Admin Appointment (FacAdmAppt)

	Academic Professional (Acadmc Prof)
	Graduate Student (GradAstAsc)

	Academic Professional w/Admin Appointment (AcPrfAdmAp)
	Post Doctoral Scholars (Post Doc)

	Classified (Classified)
	Service Professional (Srvc Prof)

	Faculty (Faculty)
	Student (Student)


Notes: 

Key board Shortcuts

There are also keyboard shortcuts for all of the above buttons and links listed below:

(Hot keys perform immediate actions. When you press one, the designated action occurs. Note that several hot keys perform different functions depending on the page that you are on, such as a transaction page or a search page.)

	ALT+1
	Saves a page in a transaction.

Moves to the Search or Add button on a search or look up page.

Moves to the OK button on a secondary page.

	ALT+2
	Returns to the search page from the transaction page.

	ALT+3
	View the next row in the list when the button is active.

	ALT+4
	View the previous row the in list when the button is active.

	ALT+5
	Accesses the Look Up page.

Opens the calendar prompt.

	ALT+6
	Opens the pop-up window on a page. 

	ALT+7
	Inserts a row in a grid or scroll area.

	ALT+8
	Deletes a row in a grid or scroll area.

	ALT+0
	When in Expert Entry mode, activates the Refresh button, which validates the data entered on the page.

	ALT+ .
	View the next set of rows in a grid or scroll area.

	ALT+ ,
	View a previous set of rows in a grid or scroll area.

	ALT+ /
	Finds data in a grid or scroll area.

	ALT+ ‘
	View all rows of data in a grid, scroll area, or search page results list.

	ALT+ \
	Toggles between Add a New Value and Find an Existing Value on a search page.

	CTRL+ J
	Displays the system information page.

	CTRL+ K
	When on a search or transaction page, accesses a page with a list of keyboard navigation shortcuts using hot keys and access keys. 

	CTRL+ Y
	Toggles the menu pagelet between collapse and expand.

	CTRL+TAB
	Toggles the focus through the frame set.

	ENTER
	Activates the OK button, where appropriate.

On a search page, activates the Search button.

On a look up page, activates the lookup button.

	ESC
	Activates the Cancel button, where appropriate.


One last important item to know is the online Help.  There is a link in the upper right hand corner that says “Help” and this link will take you to the help topic related to the page you are currently working with.  You must be in the element for the help topic to be connected.  

Set Your User Defaults
You can pre-set the values in commonly used fields so that when you see that field on a page, the value is pre-typed in.  This does not lock the value in place.  It’s just like someone comes along and types in the value right before you see the page.  

To navigate to this page: Home> Set Up SACR > User Defaults. Your screen should look like this:


[image: image61]
Each Tab contains different fields.  All the fields you are interested in are on the User Defaults 1 tab. 

We suggest that you set the Academic Institution to ASU00, and set your Career, Group and Term to your commonly used values. 

On the User Defaults 4 tab, there is a checkbox for Carry ID.  Clicking this box will remember the ID of the student you have searched for, and pre-type it into other pages as you navigate around the student services center.
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Add Favorites
The last item this lesson will cover is how to add frequently used pages to your favorites.  This function is very convenient because it allows you to “bookmark” these pages so you won’t have to navigate to them every time.  To add a page to your favorites, all you need to do is to navigate to the page you want to bookmark and then click the Add to Favorites link near the top of the page.  Then, you can navigate to My Favorites and see the link there.  You can create your own name for your page.  The page shot below shows the Search/ Match added to My Favorites:


[image: image63]
You can also edit your favorites at any time.  


Notes:
Next Steps
Access

The OASIS functional teams are currently determining the ASU business requirements and necessary security authorizations for employees to perform their jobs in the new system.  Specific Data Stewards/Trustees have been identified from each functional unit to work with the OASIS Security Team.  Since the current administrative systems display data in different ways than the new Student Administration or Human Capital Management systems, access approvals will not automatically transfer.  

 

To submit a new request for access, click on this link: 
www.asu.edu/interactive/oasis/AddSecurityRequest
The title of the role to request for Time and Labor is Department Time Administrator.

You will find more information about Security Roles and requesting access for them at this website:

http://www.asu.edu/oasis/support/Access.html 

Set your browser to work with PeopleSoft – 

Find step by step instructions at the OASIS web site: 

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