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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
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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.

HRIS Web Site
http://hris.asu.edu/human_re
sources . This site is your
one stop for all information
about HRIS.

Most relevant to you is the
DTA Bulletin Board. It
holds the latest news and
information relevant to the
DTA role.
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Figure 3: Manager Self Service Menus

File Edit View Favorites Tools Help

Links ? & sSnaglt B '

W o ‘ @ Base Navigation Page [ ‘ o B D Qe ”
PeopleSOfts Home Add to Favorites Sign out
Search: Main Menu >

® Y~ ¥ Manager Self Service

> My Favorites

o/ G e T Navigate to self service information and activities for people reporting to you

[ Self Service V/j Approve Time and Exceptions //j Report Time >7] View Time
~ Approve reported or payable time, overtime and absence &/ Report time or request absences. [’, ~ View calendars, balances, forecasted and payable time,

> Time Management requests, and manage exceptions. = Timesheet accumulators and more.

> Recruiting = Exceptions =] Monthly Time Calendar
[ Benefits =] Weekly Time Calendar
> Time and Labor E=] Daily Time Calendar

_ Careers = Payable Time Detail

— Change My Password Manager Search Options

- My Svstem Profile =] access manager search optons

— My Dictionary

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:
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Figure 4: Time Management Menus

File Edit View Favorites Tools Help

Links ? & sSnaglt B '

o — - = = »
W o ‘ @ Base Navigation Page [ ‘ %) -~ B dm - [:Page - {J Tools
l)eor)leSOft3 Home Add to Favorites Sign out
Search: Main Menu >
® Y~ ¥ Manager Self Service
> My Favorites
> ASU Customizations Navigate to self service information and activities for people reporting to you ~
> Self Service ‘?f/ Approve Time and Exceptions [/// Report Time [TV/ View Time
'~ Manager Self Service L~ Approve reported or payable time, overtime and absence .~ Report time or request absences .~ View calendars, balances, forecasted and payable time,
> Time Management requests, and manage exceptions. =] Timesheet accumulators and more.
> Recruiting =] Exceptions =] Monthly Time Calendar
> Benefits kiy Time Calendar
> Time and Labor =] Daily Time Calendar
— Careers =] Payable Time Detail
— Change My Password = M
Manager Search Options
— My System Profile ‘Access manager search options.
— My Dictionary

Access the Reported Time menu to approve reported time for departmental employees. There are two
ways to navigate there.

1. Click Time Management, Approve Time and Exceptions and then Reported Time in the left hand
column. Then click on Approve Time and Exceptions and then the Reported Time file icons in the main
section of the screen as illustrated in Figure 5 below.

2. 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.
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Time Reporting and Approval

Time is reported in two ways which are determined by the employee’:
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)

DTA’s approve these two types of reported time so that they are converted into payable time:
Approve Employee-Reported Time
Enter and Approve Manually Reported Employee Time

In both cases, time is approved within each employee’s the timesheet. For paid time off, 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.

After logging into PeopleSoft, navigate to the timesheet as follows:
Manager Self Service -> Time Management -> Approve Time and Exceptions -> Reported Time

Figure - 5
. »
TL? e ‘@Base Mavigation Page { l @ > B - v \Z}Page v FTools ~
NSRS mmcguirl on ASUSASUP 06/02/2008
v
UNIVERSFY. Add to Favorites
Menu =
Search: Main Menu >
. |®  {f}Manager Self Service
[> My Favorites - - , _ :
1> ASU Customizations pIENBROCHIOHoIYOU:
[> ASU Conversion I/T__ Time Management E Job and Personal Information =% Compensation
> Self Service \L) “ Manage schedules, view and approve reported Manage job and personal information for your [ZV Manage salaries for your workforce, either by
[> Effort Reporting and payable time, absence and overtime employees. individual or by group. Review the compensation
I Manager Self Service requests, exceptions, and more. =] View Employee Personal Info history and total compensation picture for your
> Time Management [ Manage Schedules [=] Reguest Reporting Change direct reports, as well as review their stock
> Job and Personal [; Approve Time and Exceptions =] Approve Reporting Change option history and vesting status of shares.
Information (5 Report Time 21 More... = Request Ad Hoc Salary Change
I Compensation 2More.., = Approve Ad Hoc Salary Change
b Learning and F=] View Ad Hoc Salary Chq Status
Development — 6 More...

b Performance Management ‘Jbrf:lﬂ Learning and Development 1'3/; Performance Management
[> Recruiting "%’ Add and review information related to learning u Plan, evaluate and manage performance and
[> Workforce Administration and development for employees. development for your workforce.
[> Benefits F=] Training Summary [ Performance Documents
[> Compensation [=] Reguest Training Enrolment 1 Development Documents
[> Time and Labor =] Approve Training Request =] Approve Documents
1> Payroll for North America 9 More... 2 More...
[> Global Payroll & Absence

Mgmt
> Payroll Interface
> Workforce Development
[> Organizational Development
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Figure — 6
(= Base Navigation Page - Windows Internet Explorer [3E]

G’Kjﬂ ~ (&) hups: mycm: 1B_PTPP_SC. HOMEPAGE. FieldFormula.IScript_AppHP?pt_fname=CO_MANAGER_SELF_SERVICEGFolderPath=PORTAL_ROOT_OBJECT.CO_MANAGER _SELF_SERVICERJsFolder=tr ¥ & ][] [uive search (2]

File Edt View Favortes Tools Help

w R [eaase Navigation Page

- B - B @ - [hrage v (FTooks v

mmcguirl on ASUSASUP 06/02/2008

Home Add to Favortes
Main enu > Manager Self Service >
Time Management
PLyEmiEs M hedules, d rted and bl ti b d rti it ti d
b e Manage schedules, view and approve reported and payable time, absence and overtime relests, exceptions, and more.
> ASU Conversion ﬁ] Manage Schedules ﬁ Approve Time and Exceptions ﬁ Report Time
D> Self Service Assign permanent work schedules, change schedules for a day, week, or range of flltes. /Approve reported or payable time, overtime and absence requests, and manage Report time or request absences.
[ Effort Reporting i) Assign Work Schedule exceptions. ) Timesheet
|~ Manager Self Senvice ] Wanage Schedules Reported Time ] Mass Time
> Time Management Payable Time = Absence Request
1> Job and Personal e
Information 2 More.
g Eomuensandon View Time Manager Search Options
earning an View calendars, balances, forecasted and payable time, accumulators and more. Access manager search options.

= Monthly Time Calendar

Development
b = Weekly Tme Calendar

D Recruiing F=] Daily Time Calendar
> Workforce Administration 11 More

> Benefits

> Compensation

© Time and Labor

> Payroll for North America

> Global Payroll & Absence
lgmt

> Payroll Interface

> Workforce Development

> Organizational Development

1 Enterprise Learning

> Worklorce Monitoring

1 Pension

> Campus Community

> Student Recruiting

> Stident Admissinns

n Page - Microsoft Internet Explorer =] x]
File Edit View Favoites Tools Help
GBack v = - (D [2] A | Qseach [iiFavoites iMeda (| T b ]+

PeopleSoft.
| Menu &

Search:

Home

® rﬂ Approve Time and Exceptions

Approve reported or payable time, overtime and absence requests, and managlexceptions.

I My Favorites
[> ASU Customizations
1> ASU Conversion = Reported Time = Payable Time Excentions
1> Self Service Approve reported time and task details for a day, week, or time period. Approve payable time. Manage exceptions for a group of time reporters.
[~ Manager Self Service
 Time Management
I Manage Schedules Overtime Requests Absence Requests
Approve employee overtime requests. Approve, deny or push back an employee's absence request.

— Repaorted Time

— Payable Time

- Exceptions

— Overtime Requests
— Absence Requests

 Pannr Tima

Once Reported Time is selected, the Timesheet summary and employee selection options shown in
Figure 7 below become available:
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Figure - 7

7;} e , gkeported Time

m‘Am ZONA STATE
UNIVERSITY

=]

Founveroiun
[> Self Service
[> Effort Reporting
<> Manager Self Service
< Time Management
[> Manage Schedules
< Approve Time and
Exceptions

| —Reported Time ___|
— Payable Time
— Exceptions
— Overtime Requests
— Absence Requests
[> Report Time
> View Time
— Manager Search Options
> Job and Personal
Information
> Compensation
[> Learning and
Development
[ Performance Management
[> Recruiting
> Workforce Administration
[> Benefits
[> Compensation
[> Time and Labor
[> Payroll for North America
[> Global Payroll & Absence
Mgmt
[> Payroll Interface
[> Workforce Development
[> Organizational Development
[> Enterprise Learning
[> Workforce Monitoring
[> Pension
> Campus Community
[> Student Recruiting
[> Student Admissions
[> Records and Enroliment
[> Curriculum Management
[> Financial Aid
[> Student Financials
[> Academic Advising
[> Contributor Relations
[> Set Up HRMS
[> SetUp SACR
[> Enterprise Components
[> Tree Manager
[> Reporting Tools

~

=

— . »
e v ;b Page v {} Tools ~

- B

mmcguirl on ASUSASUP 06/02/2008

Timesheet Summary

Add to Favorites Sign out

New Window | Help | Customize Page | /5,

[ - Employee Selection

Criter

Description
Group ID
LastName

Position Number

Get Employees

View By: | Week

v| Date: [06/0212008][5) (2 Retresh)

=< Previous Week

Next Week ==

Employees For Martha Steinacker, Time Needing Approval From 05/31/2008 - 06/06/2008

Select Name

Name

Clear All

Approve Selected |

M setectan

Job Hours tobe Reported
Description Approved  Hours

0.000000  0.000000

Deny Selected

Report Time

Scheduled
Hours

0.000000

Exception

Emﬂoyee
D

Approved/Submitted Denied FTE
Hours Hours =

0.000000 0.000000

Done

€ Internet H100% ~

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.
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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 the 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 you 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
Figure -8

w o [@Reported Time ]7| n-e i ~ [ Page + {CF Tooks - »

"ARIZONA STATE

UNIVERSITY Add to Favorites

I Self Service New Window | Help | Customize Page | o5
[> Effort Reporting
<> Manager Self Service
< Time Management
[> Manage Schedules
< Approve Time and Timesheet Summary
Exceptions

I — Reported Time 52 Get Employees
- Bavable Time Description Value

— Exceptions

— Overtime Requests Group ID 00026 Q

— Absence Requests

[ View Time - |
— Manager Search Options posiicnumber {—Q
[> Job and Personal
Information
[> Compensation
[> Learning and

Select an 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 view, approve and/or deny the employee’s time. You may select

Development different view by options - by week, by date, all time before or all time after the specified date.
[> Performance Management
[> Recruitin )
> WorkforcegsAdministration View By: Date: l05’02/2003 I@ @ Refresh | <= Previous Week Next Week =>
[> Benefits

[> Compensation

[> Time and Labor = =
b Payroll for North America Employees For Martha Steinacker, Time Needing Approval From 06/02/2008 - 06/08/2008

¥ SRR EETE Hourstobe Reported Scheduled Approved/Submitted Denied
Mgmt Select Job Description 7 —————~ Exception Employee ID F1

b Payroll Interface Approved  Hours Hours Hours Hours

[> Workforce Development 7

S e T e e O Lecnmeal 8.00 8.00 0.00 0.00 0.00 1000

[> Enterprise Learning Piano

[> Workforce Monitoring O Richard Florence Technician 40.00 40.00 0.00 0.00 0.00 1000

[> Pension

[> Campus Community

[> Student Recruiting

I Student Admissions Approve Selected | Deny Selected

[> Records and Enrollment

[> Curriculum Management Report Time

[> Financial Aid

[> Student Financials
> Arademie Advicina I Employee Name I

™ selectan [ clearan
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Figure - 9

NS Lun wiow 1 avuines

w o ‘ @ Reported Time yil

~ »
- v lj’Page v Tools ~

- B

*ARIZONA STATE mmcguirl on ASUSASUP 06/02/2008
m UNIVERSITY

=

I

[> Self Service

[> Effort Reporting

~ Manager Self Service

< Time Management
[> Manage Schedules
< Approve Time and

Exceptions

I — Reported Time

~

Timesheet

Brent Gabrielsen EmplID: 1000422451

Job Title:  Technical Director EmplRcd Nbr: - 0

Add to Favorites Sign out

New Window | Help | Customize Page | E,

— Payable Time
— Exceptions

— Overtime Requests

Date: |06/02/2008 |5 (2 Refresh |

Next Time Period ==

— Absence Requests
[> Report Time
[> View Time

View By: | Time Period

=< Previous Time Period
Reported Hours:  43.00 Holls

Scheduled Hours:  0.00 Hours

Next Employee ==

— Manager Search Options

> Job and Personal From Monday 06/02/2008 to Sunday 06/15/2008

Information Timesheet Overrides | =¥
P EETIEIEEIET Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri  Sat
I Learning and 6/2 6/3 64 65 66 67 68 69 610 611 6M2 613 614

Development

b Performance Management | | |[ | [ ][ [ eoo][ 00
P R it
3 Wzt;r;:):gg Administration Submit
[> Benefits

I> Compensation © Reported Time Status - dlick to hide

[> Time and Labor

> Payroll for North America Status Total Time Reporting Code Comments
I> Global Payroll & Absence [0 06/@/2008 Needs Approval 8.00 VAC O
Mamt
b pfy,ou T [0 06/§012008 Needs Approval 8.00 VAC (9]
I Workforce Development 0 o6/fpr2008 Needs Approval 8.00 VAC @
[> Organizational Development
[> Enterprise Learning O 06/§1/2008 Needs Approval 8.00 VAC Q
[> Workforce Monitoring
SRR [0 06/§/2008 Needs Approval 8.00 VAC (@]
[> Campus Community O 06/§p/2008 Needs Ap e o
[> Student Recruiting
[> Student Admissions Select All Deselect All Approve Selected | Deny Selected |
[> Records and Enrollment

[> Curriculum Management
[> Financial Aid

[> Student Financials

[> Academic Advising

I> Contributor Relations

[> Set Up HRMS

[> SetUp SACR

(i} Reported Hours Summary - Click 10 View

o Balances - click to view

View Paycheck
Return to Select Employee

o0 soo]| o0 || |

Sun

6/15  Total Time Reporting Code

48.00 | VAC - Vacation

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.

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.
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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.
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This SS should be BEFORE Select All for Approval

Figure — 10

NS Lun wiow 1 avuines

oo

=

W ‘ @ Reported Time

m‘AmmM STATE
UNIVERSITY

=

Gouiveion
[> Self Service
[> Effort Reporting
> Manager Self Service
< Time Management
[> Manage Schedules
< Approve Time and
Exceptions

|- ReportedTime __|
— Payable Time
— Exceptions
— Overtime Requests
— Absence Requests
[> Report Time
[ View Time
— Manager Search Options
[> Job and Personal
Information
[> Compensation
[> Learning and
Development
[> Performance Management
[> Recruiting
[> Workforce Administration
[> Benefits
[> Compensation
[> Time and Labor
[> Payroll for North America
[> Global Payroll & Absence
Mamt
[> Payroll Interface
[> Workforce Development
[> Organizational Development
[> Enterprise Learning
[> Workforce Monitoring
[> Pension
[> Campus Community
[> Student Recruiting
[> Student Admissions
[> Records and Enroliment
[> Curriculum Management
[> Financial Aid
[> Student Financials
[> Academic Advising
[> Contributor Relations
[> SetUp HRMS
[> SetUp SACR

~

{ l ﬁ' B E@'Q’Pagev-@Tools~
mmcguirl on ASUSASUP 06/02/2008

Add to Favorites Sign out

New Window | Help | Customize Page | &,

Timesheet

Brent Gabrielsen EmplID: 1000422451

Job Title:  Technical Director EmplRcd Nbr: - 0

© Click for Instructions

Reported Hours:  48.00 Hours

Date: E?,l 2 Refresh |

Scheduled Hours:  0.00 Hours

=< Previous Time Period Next Time Period ==

Next Employee ==

From Monday 06/02/2008 to Sunday 06/15/21

Timesheet Overrides

un on
6/8 6/9

ue u
6/10 6111 6112

8.00|[ so00|[ so00/[ 800

al
6114 6/

1

n al n
6/6 6/7 6/1

u
6/5

[ IC I I Jeeo J I
Submit

(i} Reported Time Status - click to hide

6/4 Total Time Reporting C

48.00 | VAC - Vacation

Select Date Status Total Time Reporting Code Comments
O 06/06/2008 Needs Approval 8.00 VAC O

O 06/09/2008 Needs Approval 8.00 VAC O

[] 06/10/2008 Needs Approval 8.00 VAC (@]

[0 06/11/2008 Needs Approval 8.00 VAC (@]

O 06/12/2008 Needs Approval 8.00 VAC Q

[] 06/13/2008 Needs Appr o

Select All Deselect All Approve Selected Deny Selected |

© Reported Hours Summary - click to view

© Balances - lick to view

View Paycheck
Return to Select Emplovee

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:
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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
Figure — 11

Are you sure you want to approve the time selected? (13504,2500)

Once the page is saved, the time cannot be "Unapproved
Press OK to Approve or press Cancel to not save the approval

OK Cancel

New Window | Help | &,

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
Figure — 12

Approve Confirmation

v

The Approve was successful.

New Window | Help | Customize Paa: Saved

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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Figure — 13
New Window | Help | Customize Page | /&, &

Timesheet
Crpigine? BeneuRs EmpliD: 1000
Job Title:  Testing Supervisor EmplRcd Nbr: - 0
 Click for Instructions Hourly Rate 11.54
View By: | Week v| Date: 812012007 |[51] (2 Refresh | =< Previous Week Next Week ==

[Main Content]
Reported Hours:  40.00 Hours  Scheduled Hours:  0.00 Hours =< Previous Employee Next Employee == m

From Monday 08/20/2007 to Sunday 08/26/2007
{ Timesheet (=]
Mon Tue Wed Thu Fri Sat Sun

8/20 8/21 822 823 824 8125 8126 Total Time Reporting Code
8.00 | 8.00 | |8.00 24.00 | HRY - Reg Hours v =
8.00 8.00 | VAH - Vacation Hourly v =
8.00 8.00 | VNP - Unpaid Vacation v =

Submit

© Reported i Statie ik to hide

Date Status Total Time Reporting Code Comments
0812012007 [ Approved .00 HRY (@)
0812112007 [ Approved .00 HRY (@)
08/22/2007 [ Approved 8.00 HRY (@]
0812312007 [ Approved .00 VAH (@)
0812412007 [ Approved 8.00 VNP ()

—

0 Reported Hours Summary - click to view

© Balances - dlickto view

GoTo: Manager Self Service

-

The hours are now approved.

The DTA deadline is always noon on Monday following a pay period. All hours must be approved by
then.

See the calendars for DTAs at the HRIS website (http://hris.asu.edu/human_resources) under Tools
and Applications>Payroll and Payday Calendars.

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.
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Figure 14: Revised Timesheet Summary Page with Employees requiring Time Approval

A Reported Time icrosoft Internet Explorer

Edi iew Fa Tools Help

Back » = - () (2] A} QSeach [ijFavoites {Media

PeopleSoft. e
Menu &

Search: New Window | Help | Customize Page | 15
®
[ My Favorites .
[> ASU Customizations Approve Reported Time
[ ASU Conversion -
> Self Service Timesheet Summary
> Manager Self Service 5
< Time Management
[ Manage Schedules Description Value
< Approve Time and Group ID I—Q
Exceptions
EmpliD [ a
Payable Time
- Exceptions LastName Q
— Overtime Reguests l—
— Absence Requests Depariment Q
D Report Time Position Number Q
[ View Time
— Manager Search Options
b Job and Personal Select an employee and click on the approve or deny button below to approve or deny the employee's
Information time. Click on the employee’s name to view, approve andfor deny the employee's time. You may select

> Compensation and Stock
> Learning and
Development
I Performance Management ViewBy: |Week =] Date: [05/16/2007 5 (2Retriesh) << Previous Week NextWeek ==
> Recruiting
>

different view by options - by week, by date, all time before or all time after the specified date.

[ Benefits
1> Compensation Employees For Chandler Bing, Time Needing Approval From 05/14/2007 - 05/20/2007
[ Time and Labor
1> Payroll for North America Hourstobe Reported Scheduled . Approved/Submitted Denied ” ”
Select Name pp) Reports To Position Number Paosition Numl
b ambil Payroll & Absence Select Name Approved  Hours Hours Exception Hours Hours Emplovee ID Department ‘Workaroup Reports To Position Number Position Numl
g
[ Payroll Interface - Daisy Talavera 16.50 16.50 0.00 0.00 0.00 1000736571 G0207 STU 103163 115378
[ Workforce Development N
> Organizational Development - Heidi Blincoe. 20,00 20.00 0.00 0.00 0.00 1000702012 JO102 HNOB 114622
I Enterprise Leaming [T RossGeller 0.00 0.00 0.00 0.00 0.00 1000634044 NO301002 sTU 113791 112252
> Workforce Monitoring
[ Pension 4 ]
> Campus Community ¥ Select All Clear All
g rFfecqrdS and Enroliment Approve Selected Deny Selected
[ Student Financials
> Set Up HRMS GoTo: Manager Self Service
[ SetUp SACR
: 1

> Enterprise Components Time Manauement
[ Tree Manager Report Time
> Reporting Tools
> PeopleTools
— Careers
— Change My Password
— My Systern Profile
— My Dictionary

o | I

& [ 18 [ Intemet

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.
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Figure 15: Timesheet Summary with time records selected for approval

A Reported Time - Microsoft Internet Explorer

File Edit View Favortes Tools Help

GBack + & - (D [2] A} | Qearch [ilFavoites PMeda B BN b il =] 4 Address | Links >

PeopleSoft.
[Menu 8

Add to Favorites

Search: New Window | Help | Customize Page | 15
> My Favorites .

[> ASU Customizations Approve Reported Time

[ ASU Conversion -

> Self Service Timesheet Summary

> Manager Self Service

< Time Management & Get Employees

[ Manage Schedules Description Value
< Approve Time and Group ID I—Q
Exceptions
EmpliD [ a
jable Time

Last Name Q

e e Boa lase o «
b Report Tim Position Number X

[ View Time
— Manager Search Options

1> Job and Personal Select an employee and click on the approve or deny button below to approve or deny the employee's
Infarmation time. Click on the employee's name to view, approve andfor deny the employee's time. You may select

> Compensation and Stock
> Learning and
Development
1> Performance Management ViewBy: |Week =] Date: [05/16/2007 5 (2Retriesh) << Previous Week NextWeek ==
> Recruiting
>

different view by options - by week, by date, all time before or all time after the specified date.

[ Benefits

1> Compensation Employees For Chandler Bing, Time Needing Approval From 05{14/2007 - 05/20/2007

[ Time and Labor

1> Payroll for North America Hourstobe Reported Scheduled . Approved/Submitted Denied . .

Select Name pp) Employee ID Department Workgroup Reports To Position Number

> ﬁmbfl Payroll & Absence Select Name Approved  Hours Hours Exception ;o ro Hours Employee ID Department Workgrouj Reports To Position Number Position Numl
g

[ Payroll Interface ~ Daisy Talavera 16.50 16.50 0.00 0.00 0.00 1000736571 G0207 STU 103163 115378

> Waorkforce Development o

b Organizational Development M HeidiBlincoe 20.00 20.00 0.00 0.00 0.00 1000702012 J0102 HNOB 114622

1 Bl Ll ¥ Ross Geller 0.00 0.00 0.00 0.00 0.00 1000634044 ND301002 sTU 113791 112252

> Workforce Monitoring

> Pension v

> Campus Community Select All Clear All

E rFfBCC_'TUS and Enroliment Approve Selected Deny Selected

[ Student Financials

> Set Up HRMS GoTo: Manager Self Service

[ SetUp SACR

> Enterprise Components
> Tree Manager

> Reporting Tools ReportTime
> PeopleTools

— Careers

— Change My Password

Time Management

— My Systern Profile
— My Dictionary

gl | |
& [ 18 @ Intemet

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.
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Edt View Favoites Tools

Figure 16: Timesheet Summary Page with all time Approved

;Back - = 4| Qseach [ilFavoites ‘@Meda 4| B\ S w5

PeopleSoft.
[Menu 8

Search:
®

> My Favorites
[> ASU Customizations
[ ASU Conversion
[ Self Service
> Manager Self Service
< Time Management
> Manage Schedules
= Approve Time and
Exceptions
— Payable Time
— Exceptions
— Overtime Reguests
— Absence Requests
> Report Time
[ View Time
— Manager Search Options
[ Joh and Personal
Infarmation
> Compensation and Stock
> Learning and
Development
[ Performance Management
> Recruiting
[ Workforce Administration
[ Benefits
[> Compensation
[ Time and Labor
> Payroll for North America
> Global Payroll & Absence
Mgmt
> Payroll Interface
> Workforce Development
[ izati D

Home Add to Favorites

New Window | Help | Customize Page | 5

Approve Reported Time

Timesheet Summary
[~ ploye tion teria Get Employees
Description Value

Group ID I—Q
EmpliD [ a
Last Name I—Q
Department I—Q
Position Number I—Q

There were no employees found with Reported Time to approve based upon your selection criteria.

ViewBy: [Week =] ate: [0516r2007 [ (2 Retresh ) << Previous Week Next Week ==

Employees For Chandler Bing, Time Needing Approval From 05/14/2007 - 05/20/2007

Hourstobe Reported Scheduled

Select  Name Approved  Hours Hours

Department Workgroup Reports To Position Number Position Numk

- Approved/Submitted Denied Employee
Exception Hours Hours D

[} Name 0.00 0.00 0.00 0.00 0.00

selectall [ clearal

> Enterprise Learning
5 o

Approve Selected | Deny Selected

[ Pension

> Campus Community

[ Records and Enrollment
> Curriculum Management
[ Student Financials

[ Set Up HRMS

[ SetUp SACR

> Enterprise Components
> Tree Manager

> Reporting Tools

> PeopleTools

— Careers

— Change My Password

— My Systern Profile

— My Dictionary

GoTo: Manager Self Service
Time Management
Report Time

o | |

@

B g inemet

The DTA may now select any of the Menu links at the bottom of the page to return to other menu
options or select FIETReNL at the top right of the page to leave PeopleSoft.
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Time Input and Adjustments (Enter, Correct or Adjust Time)

Figure 17 — Time Management Menus

A Base Navigation Page - Microsoft Internet Explorer =] x]

File Edit View Favortes Tools Help

GBack + = - (D (2] 4| QSeach [ijFavoites Meda (B B\ S | - 5 4
PeopleSoft.
[ET]

Address | Links >

Add to Favorites

Search: Main Menu = Manager Self Service =
® (5jiil Time Management
[ My Favorites - . . . .
> ASU Customizations Manage schedules, view and approve reported and payable time, absence and overtime requests, exceptions, and more.
[> ASU Conversion (7] Manage Schedules (7] Approve Time and Exceptions [‘i’:/s' Report Time
[> Self Service " assign permanent work schedules, change schedules for a day, week, [~ Approve reported or payable time, overtime and absence requests, and =" Report time or request absences.
¥ Manager Self Service or range of dates. manage exceptions. esheet
b Time Management = Assion Work Schedule = Reported Time I Mass Time
&> Job and Personal =|Manage Schedules =l payable Time 5] Absence Reauest
Information =l Excentions
[ Compensation and Stock oS!
P Leaming and 7] view Time Manager Search Options
Development |~ View calendars, balances, and payable time, 0= sccess manager search options.
[ Performance Management and more.
[ Recruiting onthly Time Calendar
[ Workforce Administration ¢ Time Calendar
[ Benefits ime Calendar

[> Compensation

[ Time and Labor

> Payroll for North America

> Global Payroll & Absence
Mgmt

> Payroll Interface

> Workforce Development

> Organizational Development

> Enterprise Learning

> Workforce Monitoring

[ Pension

> Campus Community

[ Records and Enrollment

> Curriculum Management

[ Student Financials

[ Set Up HRMS

[ SetUp SACR

> Enterprise Components

> Tree Manager

> Reporting Tools

> PeopleTools

— Careers

— Change My Password

— My Systern Profile

— My Dictionary

& [ 18 @ Intemet

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.
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Figure 18 — Approve Time and Exceptions screen

A Base Navi on Page - Microsoft Internet Explorer =] x]
iew Favoites Tools Help

GBack + = - (D [2) 4| Qseach (iFavorites FMeda | 5 Sp o] - [H] &
PeopleSoft.
Menu B

Search: Main Menu > Self Service > Time Managemert >
®» / j Approve Time and Exceptions
> My Favorites " . "
> ASU Customizations Approve reported or payable time, overtime and absence requests, and manage exceptions.
[> ASU Conversion = Reported Time = Payable Time = Exceptions
[ Self Service Approve reported time and task details for a day, week, or time period. Approve payable time. Manage exceptions for a group of time reporters.

> Manager Self Service
< Time Management

[ Manage Overtime Requests = Absence Requests
Approve employee overtime requests. Approve, deny or push back an employee's ahsence request.

— Reported Time

— Payable Time
— Exceptions
— Overtime Requests
— Absence Requests
> Report Time
[ View Time
— Manager Search Options
[ Job and Personal
Information
> Compensation and Stock
> Learning and
Development
> Performance Management
> Recruiting
[ Workforce Administration
[ Benefits
> Compensation
[ Time and Labor
> Payroll for North America
> Global Payroll & Absence
Mgmt
> Payroll Interface
> Workforce Development
> Organizational Development
> Enterprise Learning
> Workforce Monitoring
[ Pension
> Campus Community
[ Records and Enrollment
> Curriculum Management
[ Student Financials
[ Set Up HRMS
[> SetUp SACR
> Enterprise Components
> Tree Manager
> Reporting Tools
> PeopleTools
— Careers
— Change Wy Password
— My Systemn Profile
- My Dictionary

@ B g inemet

Once Reported Time is selected, the Timesheet summary and employee selection options shown in
Figure 6 below become available:
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Figure 19 — Timesheet Summary and Employee Selection screen

soft Internet Explorer
Edit View Favoites Tools Help

“Back v = - (D 4| Qseach [ilFavoites ‘PMeda 4| B\ S ml 5
PeopleSoft.

Home Add to Favorites
Ee New Window | Help | C: Page | 1B,
®
> My Favorites .
1> ASU Customizations Approve Reported Time
[ ASU Conversion -
b Self Senvice Timesheet Summary
> Manager Self Service S - i "
< Time Management L Get Employees
[ Manage Schedules Description Value
= Approve Time and Group ID |—Q
Exceptions
EmpID &
— Payable Time
— Exceptions Last Name Q
— Overtime Requests D I—Q
— Absence Reguests

I Report Time Position Number I—Q
[ View Time
— Manager Search Options
[ Joh and Personal
Information
> Compensation and Stock
> Learning and
Development

B OB e EE ViewBy: [Week 2l vate: [ositen007]5) (Refiesh) < previous week NextWeek ==
> Recruiting
[ Workforce Administration
> Benefits n n - » »
> Compensation Employees For Chandler Bing, Time Needing Approval From 05/12/2007 - 05/18/2007
prmelandlLabor Hourstobe Reported Scheduled Approved/Submitted Denied Employee
[ Payroll for North America r—— Fr— ion SkprovediSubmitted it it
1y Select Name Approved  Hours Hours Exception Hours Hours D Department ‘Workgroup Reports To Position Number Position Numh
> Global Payroll & Absence Avproved — Hours _ _ _
Mgmt
> Payroll Interface [} Name 0.000000  0.000000 0.000000 0.000000 0.000000
> Workforce Development v O
[ Organizational Development ¥ selectan O clearan
g Enterprise Learnlqg Approve Selected | Deny Selected
[ Pension
[ Campus Community GoTo: Manager Self Service
[ Records and Enrollment
1> Curriculum Management Time Management
[ Student Financials
b Set Up HRMS ReportTime

[ SetUp SACR
I Enterprise Components
> Tree Manager

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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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. 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 20 — Timesheet Summary search results

A Reported Time - Microsoft Internet Explorer =] x]

File Edit View Favortes Tools Help

GBack » =& - (D[] A | QSeach [HjFavoites PMeda (B EN- S ml S 4
PeopleSoft.
[Er]

Address | Links >

Add to Favorites

ETEDR New Window | Help | Customize Page | o,
®
[ My Favorites .
[> ASU Customizations Approve Reported Time
[ ASU Conversion -
> Self Service Timesheet Summary
> Manager Self Service 5
< Time Management
[ Manage Schedules Description Value
< Approve Time and Group ID I—Q
Exceptions
EmpliD [roo03iagez |
- P

X
—-E s LastName Q
-0 quests
— A sts o @
b Report Time Position Number &

[ View Time
— Manager Search Options

1> Job and Personal Select an employee and click on the approve or deny button below to approve or deny the employee's
Infarmation time. Click on the employee's name to view, approve andfor deny the employee's time. You may select

> Compensation and Stock
> Learning and
Development

I Performance Management ViewBy: |Week =] Date: [05/16/2007 5 (2Retriesh) << Previous Week NextWeek ==
> Recruiting
>

different view by options - by week, by date, all time before or all time after the specified date.

[ Benefits

1> Compensation Employees For Chandler Bing, Time Needing Approval From 05{14/2007 - 05/20/2007

[ Time and Labor

E %‘m%l: ;Dgyl:l;:r; 2;19;:‘0:2 Select Name % w ﬁg:?g uled Exception aﬁww as:‘fsﬂ Employee ID Department Workaroup Reports To Position Number Position Numt
g

[ Payroll Interface - Raobin Chapman 4050 40.50 0.00 0.00 0.00 1000318962 B1606 HBEN 103002 111590

> Workforce Development

[ Organizational Development Y Select All Clear All

> Enterprise Learning

> Workforce Monitoring Approve Selected Deny Selected

[ Pension

> Campus Community

1> Records and Enroliment GoTo:  Manager Self Service

> Curriculum Management
[ Student Financials

[ SetUp HRMS Report Time
[ SetUp SACR

> Enterprise Components
> Tree Manager

> Reporting Tools

> PeopleTools

— Careers

— Change My Password

— My Systern Profile

Time Management

|~ My Dictionary
gl | |
|&] Done [ |8 [ Intemet

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.
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Figure — 21

m ARIZONA STATE
UNIVERSITY

Week Ending:
Employee Name: Title:
ASU ID Number: Status:
Department: Supervisor:
Date In Time Out Time In Time Out Time Total Hours

WEEKLY
TOTALS:

Employes Signature: Date:

Supervisor Signature: Date:

Office of Human Resources

You may need to input time from employees who cannot enter their own time into the computer.
Additionally, there may be circumstances when an employee has entered time and cannot change the
values themselves. In these circumstances, you can enter the time for them.
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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 Payroll Adjustment Form which is filed in the departmental file for five years.

Submit these forms directly to Payroll after a pay period has ended since you will not be able to correct
timesheets at that time.
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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.

Timesheet

AfSSE NERE EmplID: 1000

Job Title:  Office AsstReceptionist Empl Rcd Nbr: 0

€ Click for Instructions Hourly Rate  10.11

View By: | Week v| Date: [par2012007 | (2 Retresh) =< Previous Week Next Week ==

Reported Hours:  16.00 Hours  Scheduled Hours:  0.00 Hours Next Employee ==

From Monday 08/20/2007 to Sunday 08/26/2007
{ Timesheet Y [F=5))

Sat Sun
8125 8126

Total Time Reporting Code

16.00 | HRY - Reg Hours

Submit

0 Reported Time Status - click to hide

Date Status Total Time Remmm Code Comments
08/20/2007  Approved 8.00 HRY ®
08/21/2007  Approved 8.00 HRY O

o Reported Hours Summary - click to view

o Balances - click to view

GoTo: Manager Self Service

Time Management
Return to Select Employee

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.
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Occasionally you may need to change reported time that has been approved. This section shows how
to correct and add additional Time Reporting Codes.

Timesheet

Job Title:  Office Asst/Receptionist EmplRcd Nbr: 0

o Click for Instructions

Hourly Rate 10.11

View By: |Week v| Date: [08/2012007 | (2 Retresh) << Previous Week

Reported Hours:  16.00 Hours  Scheduled Hours:  0.00 Hours

Next Week ==

Next Employee ==

From Monday 08/20/2007 to Sunday 08/26/2007

F Timesheet Y [F=5))
Mon Tue Wed Thu Fri Sat Sun
8120 8121 8122 8123 8/124 8125  8i26 Total

Time Reporting Code
L ] 16.00 | HRY - Reg Hours

Lt JL | 9 £l
Submit

0 Reported Time Status - click to hide

Date Status Total Time Remrtim Code Comments
08/20/2007  Approved 8.00 HRY O
08/21/2007  Approved 8.00 HRY O

o Reported Hours Summary - click to view

© Balances - dlick to view

GoTo: Manager Self Service

Time Management
Return to Select Employee

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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Timesheet
Job Title:  Office Asst/Receptionist EmplRcd Nbr: 0
o Click for Instructions Hourly Rate 10.11

View By: Date: |08/20/2007 |51 (% Refresh | << Previous Week Next Week ==

Reported Hours:  16.00 Hours  Scheduled Hours: 0.00 Hours

Next Employee ==

From Monday 08/20/2007 to Sunday 08/26/2007

Fd Timesheet Y [F=5))

Boo | a0 | [ ][ J[ [ I[ | 16.00 | HRY - Reg Hours i v =]
L B JLJC J L J0 ] | | ¥ | B

Submit

(i ] Reported Time Status - click to hide

Date Status Total Time Reporting Code Comments
08/20/2007  Approved 8.00 HRY ®
08/21/2007  Approved 8.00 HRY ®]

0 Reported Hours Summary - click to view

0 Balances - click to view

GoTo: Manager Self Service

Time Management
Return to Select Employee

Step 5 — Click on the drop-down menu arrow to view Time Reporting Codes.
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Timesheet

SR SRR EmplID: 1000
Job Title:  Office Asst/Receptionist EmplRcd Nbr: 0
o Click for Instructions Hourly Rate 10.11

View By: Date: |08/20/2007 |51 (% Refresh | <= Previous Week Next Week ==

Reported Hours:  16.00 Hours  Scheduled Hours: 0.00 Hours

Next Employee ==

From Monday 08/20/2007 to Sunday 08/26/2007
Fd Timesheet \ [F=2))

Mon Tue Wed Thu Fri Sat Sun

8120 8121 8122 8123 8124 8125 8126 Total Time Reporting Code

Boo | a0 | [ ][ J[ [ I[ | 16.00 | HRY - Reg Hours v =]

L e J J JI JC J0 ] vl =
Submit BEP - Bereavement Leave Hourly

CAB - Call Back

) Reported Time Status - click to hide CTH - Comp Time Taken Hourly

] | CTX-Comp Time Officers
Date Status Total Time Reporti o _ Holiday Pay Hourly
08/20/2007  Approved 8.00 HRY HOU - Unpaid Holiday

08/21/2007  Approved 8.00 HRY HRY - Reg Hours

JRP - Jury Duty Pay Hourly
MIP - Military Leave Pay Hourly
€ Reported Hours Summary - click to view PTP - Parental Leave Hourly

SCP - Sick Leave Hourly
0 Balances - click to view

INT T Iml\
GoTo: Manager Self Service I_m%'ﬁ_J

Time Management VAH - Vacation Hourly
Return to Select Employee VNP - Unpaid Vacation

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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Timesheet

NSRERIR S EmplID: 1000
Job Title:  Office Asst/Receptionist EmplRcd Nbr: 0

Y Click for Instructions Hourly Rate 10.11

View By: | Week v Date: |08/20/2007 |[31] | Refresh | == Previous Week Next Week ==

Reported Hours:  16.00 Hours  Scheduled Hours:  0.00 Hours

Next Employee ==

From Monday 08/20/2007 to Sunday 08/26/2007
F Timesheet Y [F=5))

Mon Tue Wed Thu Fri Sat Sun

8.00 | [4.00 | | Y 16.00 | HRY - Reg Hours v =]
AN N N O O [vA-Vacaton Houry TR IEIRES

I Submit I

0 Reported Time Status - click to hide

Date Status Total Time Remrtim Code Comments
08/20/2007  Approved 8.00 HRY O
08/21/2007  Approved 8.00 HRY O

o Reported Hours Summary - click to view

© Balances - dlick to view

GoTo: Manager Self Service

Time Management
Return to Select Employee

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.
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The DTA will click on the OK button to the employee’s detailed Reported Time record screen as shown
in Figure 12.

Submit Confirmation

¢ he Submitwas successhu.
Reported Time for the Week of 2007-08-20 to 2007-08-26 is submitted

Step 8 — Click OK.
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Timesheet

AR

Job Title:  Office Asst/Receptionist

EmplID:

EmplRcd Nbr: 0

1000

0 Click for Instructions

Date: |[8/20/2007 |[3] (% Refresh |

Hourly Rate

== Previous Week

10.11

Next Week ==

Reported Hours:  16.00 Hours  Scheduled Hours:

From Monday 08/20/2007 to Sunday 08/26/2007

Fd Timesheet \ [F=2))

0.00 Hours

Next Employee ==

Approve Selected

[ Select All I Deselect All

Mon Tue Wed Thu Fri Sat Sun
820 8/21 8122 8123 8/24 825 8/26 Total Time Reporting Code
oo |[4a00 | [ [[ [ [ |[ | 12.00 | HRY - Reg Hours v =
L e ] [ L L L T 4.00 | VAH - Vacation Hourly v| (=
Submit
& Reported Time Status - click to hide
Select Date Status Total Time Reporting Code Comments
08/20/2007 Approved 8.00 HRY ®
J 08/21/2007 Needs Approval 400 HRY Q
[l 08/21/2007 Needs Approval 4.00 VAH Q

Deny Selected |

(i ] Reported Hours Summary - click to view

o Balances - click to view

GoTo: Manager Self Service
Time Management
Return to Select Employee
Step 9 — Click Select All to prepare to approve the change.
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Timesheet

SR SRR EmplID: 1000
Job Title:  Office Asst/Receptionist EmplRcd Nbr: 0
o Click for Instructions Hourly Rate 10.11

View By: Date: |08/20/2007 |51 (% Refresh | << Previous Week Next Week ==

Reported Hours:  16.00 Hours  Scheduled Hours: 0.00 Hours

Next Employee ==

From Monday 08/20/2007 to Sunday 08/26/2007
Fd Timesheet \ [F=2))

Mon Tue Wed Thu Fri Sat Sun

oo [[aoo | [ [ J[ J[ J[ | 12.00 [HRY - Reg Hours v =
I 4.00 [VAH - Vacation Hourly v =

Submit

(i ] Reported Time Status - click to hide

Select Date Status Total Time Reporting Code Comments
08/20/2007 Approved 8.00 HRY ®
08/21/2007 Needs Approval 400 HRY Q
08/21/2007 Needs Approval 4.00 VAH Q
SelectAll  DeselectAl I Approve Selected | | Deny Selected |
|

(i ] Reported Hours Summary - click to view

o Balances - click to view

GoTo: Manager Self Service

Time Management
Return to Select Employee

Step 10 — Click Approved Selected to approve the change.
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Are you sure you want to approve the time selected? (13504,2500)

Once the page is saved, the time cannot be "Unapproved”
Press OK to Approve or press Cancel to not save the approval.

ok | cancel

Step 11 — Click Ok.

Approve Confirmation

& The Approve was successful.

Step 12 — Click Ok.
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Timesheet

ABSRERER S EmplID: 1000
Job Title:  Office Asst/Receptionist EmplRcd Nbr: 0

(i ] Click for Instructions Hourly Rate 10.11

View By: Date: |[08/20/2007 |5 |2 Refresh | =< Previous Week Next Week ==

Reported Hours:  16.00 Hours  Scheduled Hours:  0.00 Hours

Next Employee ==

From Monday 08/20/2007 to Sunday 08/26/2007

F Timesheet \ [=5))

Mon Tue Wed Thu Fr Sat Sun

820 821 822 823 824 825 826 Total Time Reporting Code

oo J[aoo | [ |[ J[ [ [ | 12.00 | HRY - Reg Hours v =]
oo | [T T T ] 4.00 | VAH - Vacation Hourly v (=]

Submit

0 Reported Time Status - click to hide

Date Status Total Time Reporting Code Comments
08/20/2007) Approved 8.00 HRY O
08/21/2007] Approved 4.00 HRY O
08/21/2007) Approved 4.00 VAH O

] Reported Hours Summary - click to view

€ Balances - click to view

GoTo: Manager Self Service

Time Management
Return to Select Employee

The change is approved.

Note about Correcting Approved Time entries. You may correct an approved time entry if you do so

before the end of that current pay period, before the Monday 12:00 noon deadline. Otherwise a Payroll
Correction form will need to be submitted to Payroll.
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Correcting Reported Time Exceptions

Step 2: Navigating to the Manager Self-Service Applications

Figure 3: Manager Self Service Menus

Microsoft Internet Explorer
Tools Help
Back » = - () (2] A | QiSeach [ilFavortes PMedia

PeopleSoft.
[Menu 8

Search:
®» 2 y Manager Self Service

> My Favorites

Home

> ASU Customizations Navigate to self service information and activities for people reporting to you.
[ ASU Conversion T=z:| Time Management [|= Job and Personal Information Compensation and Stock
[> Self Service ’\) Manage schedules, view and approve reported and payable time, E Manage job and personal information for your employees. (¥ Manage salaries for your workforce, either by individual or by group.
absence and overtime requests, exceptions, and more. =) View Emplovee Personal Info Review the ion history and total ion picture for
> Time Management [J Manage Schedules 5 Request Reporting Change your direct reports, as well as review their stock option history and
> Job and Personal (5 Approve Time and Exceptions =] Approve Reporting Change vesting status of shares.
Infarmation [ Report Time 21 More. = Request Ad Hoc Salary Change
> Compensation and Stock 2More... ] Approve Ad Hoc Salary Change
b Leaming and =] iew Ad Hoc Salary Chy Status
Development SMors™
b Performance Management F’ Learning and Development 19 performance Management
[ Recruiting 2 Add and review information relsted to learning and development for U lan, evaluste and manage performance and development for your
3 L workforce.
[ Benefits = Training Summary. [ performance Documents
[> Compensation =] Request Training Enrollment [ Development Documents
[ Time and Labor = Approve Training Request F=] Approve Documents
[ Payroll for North America Shore... 2More...
> Global Payroll & Absence
Mgmt

> Payroll Interface

> Workforce Development
> Organizational Development
> Enterprise Learning

> Workforce Monitoring

[ Pension

> Campus Community

[ Records and Enrollment
> Curriculum Management
[ Student Financials

[ Set Up HRMS

[ SetUp SACR

> Enterprise Components
> Tree Manager

> Reporting Tools

> PeopleTools

— Careers

— Change Wy Password

— My Systern Profile

|~ My Dictionary

@ B g inemet

In Manager Self Service 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:
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Figure 4: Time Management Menus

A Base Navigation Page - Microsoft Internet Explorer =] x]

File Edit View Favortes Tools Help

GBack + = - (D (2] 4| QSeach [ijFavoites Meda (B B\ S | - 5 4
PeopleSoft.
[ET]

Search: Main Menu = Manager Self Service =

Address | Links >

Add to Favorites

®» f‘\z)_ Time Management

> My Favorites . . . .
Manage schedules, view and approve reported and payable time, absence and overtime requests, exceptions, and more.

[> ASU Customizations

[> ASU Conversion [ Manage Schedules [/ Approve Time and Exceptions [‘”//' Report Time
[> Self Service L~ Assign permanent work schedules, change schedules for a day, week, L~ Approve reported or payable time, overtime and absence requests, and £ Report time or request absences.
or range of dates. manage exceptions. B Timesheet
b Time Management =] Assign Wiork Schedule ] Reported Time s Time
1> Job and Personal ElManage Schedules = payable Time =) Absence Request
Information =l Excentions
P Compensation and Stock AL
b Leaming and 7 ] view Time = Manager Search Options
DEvalopmeEnt " View calendars, balances, and payable fime, BES] oo meneger search ontons.
[ Performance Management and more.
[ Recruiting = Monthly Time Calendar
[ Workforce Administration ¢ Time Calendar
[ Benefits F=) Dailly Time Calendar
[> Compensation 1

[ Time and Labor

> Payroll for North America

> Global Payroll & Absence
Mgmt

> Payroll Interface

> Workforce Development

> Organizational Development

> Enterprise Learning

> Workforce Monitoring

[ Pension

> Campus Community

[ Records and Enrollment

> Curriculum Management

[ Student Financials

[ Set Up HRMS

[ SetUp SACR

> Enterprise Components

> Tree Manager

> Reporting Tools

> PeopleTools

— Careers

— Change My Password

— My Systern Profile
— My Dictionary

& [ 18 @ Intemet

Click 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.

Tip: 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.
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Figure 5: Approve Time and Exceptions screen

icrosoft Internet Explorer
Tools Help
SBack v = - (D 4| Qseach [lFavoites Media

PeopleSoft.
[Menu 8

Sear

iew  Favorites

Main Menu Self Service = Time Management =
®» { j Approve Time and Exceptions

> My Favorites

> ASU Customizations Approve reported or payable time, overtime and absence requests, and manage exceptions.
[> ASU Conversion = Reported Time = Payable Time = Exceptions
[ Self Service Approve reported time and task details for a day, week, or time period. Approve payable time. Manage exceptions for a group of time reporters.

> Manager Self Service
< Time Management

[ Manage Schedules Overtime Requests = Absence Requests
Approve employee overtime requests. Approve, deny or push back an employee's ahsence request.

— Bayable Time
— Exceptions
— Overtime Requests
— Absence Requests
> Report Time
[ View Time
— Manager Search Options
[> Job and Personal
Information
> Compensation and Stock
> Learning and
Development
> Performance Management
> Recruiting
[ Workforce Administration
[ Benefits
> Compensation
[ Time and Labor
> Payroll for North America
> Global Payroll & Absence
Mgmt
> Payroll Interface
> Workforce Development
> Organizational Development
> Enterprise Learning
> Workforce Monitoring
[ Pension
> Campus Community
[ Records and Enrollment
> Curriculum Management
[ Student Financials
[ Set Up HRMS
[> Set Up SACR
> Enterprise Components
> Tree Manager
> Reporting Tools
> PeopleTools
— Careers
— Change Wy Password
— My Systemn Profile
- My Dictionary

@ B g inemet

Once Exceptions is selected, the Manage Exceptions employee selection options shown in Figure 6
below become available:
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Step 3: Viewing Exceptions

Figure 6: Manage Exceptions Employee Selection screen

File Edit View Favortes Tools

; Exceptions - Microsoft Internet Explorer

Help.

GBack » = - () [2] A | QiSeach (ifFavortes Meda 4| N b oml = 4L

PeopleSoft.
[Menu 8

ear, 5

> My Favorites
[> ASU Customizations
[ ASU Conversion
[ Self Service
[~ Manager Self Service
 Time Management
[ Manage Schedules
< Approve Time and
Exceptions
— Reported Time
— Payable Time
— Overtime Reguests
— Absence Requests
> Report Time
[ View Time
— Manager Search Options
[ Joh and Personal
Infarmation
> Compensation and Stock
> Learning and
Development
[ Performance Management
> Recruiting
[ Workforce Administration
[ Benefits
[> Compensation
[ Time and Labor
> Payroll for North America
> Global Payroll & Absence
Mgmt
> Payroll Interface
> Workforce Development
> Organizational Development
> Enterprise Learning
> Workforce Monitoring
[ Pension
> Campus Community
[ Records and Enrollment
> Curriculum Management
[ Student Financials
[ Set Up HRMS
[ SetUp SACR
> Enterprise Components
> Tree Manager
> Reporting Tools
> PeopleTools
— Careers
— Change My Password
— My Systern Profile

— My Dictionary

Manage Exceptions

=2 Get Employees

Description Value

Group ID I—Q
EmpliD [ ]a
.
—
—

LastName
Department

Pasition Number

Allowing an exception will enable the time to be processed and create payable time without having to
resolve the exception. Once an exception has been allowed, it will no longer appear on this page.
Time that has an exception with a Low or Medium severity level will still create payable time.
Exceptions with a source of Time Administration can only be resolved by running the Time
Administration process. Time that has an exception with a High severity level will not create payable
time.

» Filter Options

Find  First (4.0 1 (¥ Last

Overview Y Details

Allow ExceptionlD  Descripti Date Name Severif
- 05/21/2007

Click this button to resolve non-setup related exceptions once reported time has been
corrected using the Timesheet page. This button will only resolve exceptions with &
source of Time Validation-Elapsed or Punch.

Allow All
Save

GoTo: Manager Self Service
Time Management

Clean Up Exceptions

Home Add to Favorites Sign out

New Window | Help | Customize Page | 5, =

Main Content

@ Done.

I
B g inemet

Enter your Group ID to view all exceptions within your department. A single employee can be brought
up by searching on a specific EmplID.

After entering the search criteria, click 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.
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Figure 7: Manage Exceptions Screen with Group ID search criteria and Employees found

A Exceptions - Microsoft Internet Explorer [-]

File Edit View Favortes Tools Help ‘

GBack + =& - (D (2] A | QSeach [HiFavoites Meda (B 5N S ml S 4

Address I@’] https://asudev.mycmse.com/psp/asusaidp/EMPLOYEE/HRMS /c/ROLE_MANAGER.TL_MNG_EX_PNL_GRP1.GBL?NAVSTACK=CleartPORTALPARAM_PTCNAV=HC_TL_MNG_EX_PNL_GRP1_GBL3EOPP.SCNode=HRMS&EDPP.SCPortal=EMPL j Links >| @ ~

PeopleSoft.
[Menu 8

ear, 5

> My Favorites
[> ASU Customizations
[ ASU Conversion
[ Self Service
[~ Manager Self Service
 Time Management
[ Manage Schedules
< Approve Time and
Exceptions
— Reported Time
— Payable Time
— Overtime Reguests
— Absence Requests
> Report Time
D View Time
— Manager Search Options
[ Job and Personal
Infarmation
> Compensation and Stock
> Learning and
Development
[ Performance Management
> Recruiting
[ Workforce Administration
[ Benefits
> Compensation
[ Time and Labor
> Payroll for North America
> Global Payroll & Absence

> Payroll Interface

> Workforce Development
> Organizational Development
> Enterprise Learning

> Workforce Monitoring

[ Pension

> Campus Community

[ Records and Enrollment
> Curriculum Management
[ Student Financials

[> Set Up HRMS

[ SetUp SACR

> Enterprise Components
> Tree Manager

> Reporting Tools

> PeopleTools

— Careers

— Change My Password

— My Systern Profile

— My Dictionary

Manage Exceptions

=2 Get Employees

Description Value

Group ID W Q
EmpliD [ &
Last Name l— Q
Department l— Q

Pasition Number

Allowing an exception will enable the time to be processed and create payable time without having to
resolve the exception. Once an exception has been allowed, it will no longer appear on this page.
Time that has an exception with a Low or Medium severity level will still create payable time.
Exceptions with a source of Time Administration can only be resolved by running the Time
Administration process. Time that has an exception with a High severity level will not create payable
time.

» Filter Options

Eind First ¥ 1201 2 B Last

Overview Details | (F=E0
Allow ExceptionID  Description Date Name Severif
TRC s notin TRC

[} TLX00440 Program 0711312007 Gregory Dempsey High
r Tixoosso  uaniyexcesds TR g7gg007 Gregory Dempsey Low

Click this button to resolve non-setup related exceptions once reported time has been
corrected using the Timesheet page. This button will only resolve exceptions with a
source of Time Validation-Elapsed or Punch.

Allow All
Save

GoTo: Manager Self Service
Time Management

Clean Up Exceptions

Home Add to Favorites Sign out

New Window | Help | Customize Page | 5, =

5|

@

B g inemet

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
‘allowed’ 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.
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Figure 8: Detailed Exception Information Screen

A Exceptions

File Edit View Favorites

Microsoft Internet Explorer
Tools

Help ‘

GBack » = - () [2] A | QiSeach (ifFavortes Meda 4| N b oml = 4L

Address I@ https://asudev.mycmsc.com/psp/asusaidp/EMPLOYEE /HRMS /c/ROLE_MANAGER.TL_MNG_EX_PNL_GRP1.GBL?NAVSTACK=ClearkPORTALPARAM_PTCNAV=HC_TL_MNG_EX_PNL_GRP1_GBL3%EOPP.SCNode=HRMS&EOPP.SCPortal=E| MPI_"]

PeopleSoft.
[Menu 8

Search:
®

> My Favorites
[> ASU Customizations
[ ASU Conversion
[ Self Service
> Manager Self Service
< Time Management
> Manage Schedules
= Approve Time and
Exceptions
— Reported Time
— Payable Time
ptions
— Overtime Reguests
— Absence Requests
> Report Time
[ View Time
— Manager Search Options
[ Joh and Personal
Infarmation
> Compensation and Stock
> Learning and
Development
[ Performance Management
> Recruiting
[ Workforce Administration
[ Benefits
[> Compensation
[ Time and Labor
> Payroll for North America
> Global Payroll & Absence
Mgmt
> Payroll Interface
> Workforce Development
> Organizational Development
> Enterprise Learning
> Workforce Monitoring
[ Pension
> Campus Community
[ Records and Enrollment
> Curriculum Management
[ Student Financials
[ Set Up HRMS
[ SetUp SACR
> Enterprise Components
> Tree Manager
> Reporting Tools
> PeopleTools
— Careers
— Change My Password
— My Systern Profile

— My Dictionary

Add to Favorites S
New Window | Help | Customize Page | &, =]

lanage Exceptions

Get Employees

Jescription Value

Sroup ID W Q
ZmplD [ a
.astName l— Q
Jepartment l— Q

2osition Number

llowing an exception will enable the time to be processed and create payable time without having to
2solve the exception. Once an exception has been allowed, it will no longer appear on this page.
ime that has an exception with a Low or Medium severity level will still create payable time.
xceptions with a source of Time Administration can only be resolved by running the Time
dministration process. Time that has an exception with a High severity level will not create payable
me.

> r Options

xceptions
Overview | Details

Last Update Date

Jlot ExceptionID Description Date Name Source Time Exception Data Exception Descrig
TRC is notin TRC . e v 05/2212007 The Time Reporter's TRC Program is not associated . o
TLA00440 Program 071132007 Gregory Dempsey Time Administration 10:34:37AM with the reported TRC as of this date: OT2 Exception Descrij
- Quantity exceeds TRC . . " 052212007 The guantity reported exceeds the minimum or . :
- o . e ; . D I3
TLAD0450 limits 07/08/2007 Gregory Dempsey Time Administration 10:34:37AM maximum limits specified for the TRC: 13.5. Exception Descrij

Click this button to resolve non-setup related exceptions once reported time has been
corrected using the Timesheet page. This button will only resolve exceptions with a
source of Time Validation-Elapsed or Punch.

Allow All
Save

Clean Up Exceptions

30To:  Manager Self Service
Time Management
5l |

|&] Done

B g inemet

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:
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Figure 9: Exception Long Description

; Exceptions - Microsoft Internet Explorer

File Edit View Favoites Tools Help

GBack » = - () [2] A | QiSeach (ifFavortes Meda 4| N b oml = 4L

Address I@ https://asudev.mycmsc.com/psp/asusaidp/EMPLOYEE /HRMS /c/ROLE_MANAGER.TL_MNG_EX_PNL_GRP1.GBL?NAVSTACK=CleartPORTALPARAM_PTCNAV=HC_TL_MNG_EX_PNL_GRP1_GBL3%EOPP.SCNode=HRMS&EDPP.SCPortal=EMPL _"] Links >| @ ~

PeopleSoft.
[Menu 8

Search:
®

Sign out

New Window | Help | Customize Page | 5

> My Favorites
[> ASU Customizations
> ASU Conversion SR oy L
[ Self Service
> Manager Self Service
< Time Management The guantity reported is outside the limits specified by the Minimum and
> Manage Schedules Maximum guantity on the TRC table.
< Approve Time and
Exceptions
— Reported Time
— Payable Time
— Overtime Reguests
— Absence Requests
> Report Time
[ View Time
— Manager Search Options
[ Joh and Personal
Infarmation
> Compensation and Stock
> Learning and
Development
[ Performance Management
> Recruiting
[ Workforce Administration
[ Benefits
[> Compensation
[ Time and Labor
> Payroll for North America
> Global Payroll & Absence
Mgmt
> Payroll Interface
> Workforce Development
> Organizational Development
> Enterprise Learning
> Workforce Monitoring
[ Pension
> Campus Community
[ Records and Enrollment
> Curriculum Management
[ Student Financials
[ Set Up HRMS
[ SetUp SACR
> Enterprise Components
> Tree Manager
> Reporting Tools
> PeopleTools
— Careers
— Change Wy Password
— My Systern Profile
|~ My Dictionary

OK Cancel

@0 BT

After reading the longer definition click 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.
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Figure 10, Manage Exceptions Search page

File Edit Yiew Favoites Tools

; Exceptions - Microsoft Internet Explorer

Help.

GBack » = - () [2] A | QiSeach (ifFavortes Meda 4| N b oml = 4L

PeopleSoft.
[Menu 8

Search:
®

> My Favorites
[> ASU Customizations
[ ASU Conversion
[ Self Service
> Manager Self Service
< Time Management
> Manage Schedules
= Approve Time and
Exceptions
— Reported Time
— Payable Time

— Overtime Reguests
— Absence Requests
> Report Time
[ View Time
— Manager Search Options
[ Joh and Personal
Infarmation
> Compensation and Stock
> Learning and
Development
[ Performance Management
> Recruiting
[ Workforce Administration
[ Benefits
[> Compensation
[ Time and Labor
> Payroll for North America
> Global Payroll & Absence
Mgmt
> Payroll Interface
> Workforce Development
> Organizational Development
> Enterprise Learning
> Workforce Monitoring
[ Pension
> Campus Community
[ Records and Enrollment
> Curriculum Management
[ Student Financials
[ Set Up HRMS
[ SetUp SACR
> Enterprise Components
> Tree Manager
> Reporting Tools
> PeopleTools
— Careers
— Change My Password
— My Systern Profile

— My Dictionary

Manage Exceptions

=2 Get Employees

Description Value

Group ID WQ
EmpliD [ ]a
—
=
—

LastName
Department

Pasition Number

Allowing an exception will enable the time to be processed and create payable time without having to
resolve the exception. Once an exception has been allowed, it will no longer appear on this page.
Time that has an exception with a Low or Medium severity level will still create payable time.
Exceptions with a source of Time Administration can only be resolved by running the Time
Administration process. Time that has an exception with a High severity level will not create payable
time.

» Filter Options

find  First ({12062 0 Last

Overview Y Details

Allow ExceptionID  Description Date Name Severif
TRC is notin TRC "

[} TLX00440 Program 0711312007 Gregory Dempsey High

T Toopso  JuantivewesdsTRC  gggng07 GregoryDempsey  Low

Click this button to resolve non-setup related exceptions once reported time has been
corrected using the Timesheet page. This button will only resolve exceptions with &
source of Time Validation-Elapsed or Punch.

Allow All
Save

GoTo: Manager Self Service
Time Management

Clean Up Exceptions

Home Add to Favorites Sign out

New Window | Help | Customize Page | &, =

5|

|&] Done

B g inemet

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 the following figure.
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Step 4: Clearing Exceptions

Figure 11: Return to Time Management Menu

A Base Navigation Page - Microsoft Internet Explorer =] x]

File Edit View Favoites Tools Help ‘
GBack - = - () [2] A | QiSeach (ifFavorites PMeda 4| N b v - 5] 4

Address I@ https://asudev.mycmsc.com/psp/asusaidp/EMPLOYEE /HRMS /s AWEBLIB_PTPP_SC HOMEPAGE FieldFormula IS cript_4ppHP?pt_fname=HC_TIME_MANAGEMENT&F oldeiPath=PORTAL_ROOT_OBJECT.CO_MANAGER_SELF_SERVICE.HC_TIME_ :] Links >| @ ~

PeopleSoft.
[Menu 8

Sear

Home Add to Favorites

®» ‘tji] Time Management
> My Favorites

> ASU Customizations Manage schedules, view and approve reported and payable time, absence and overtime requests, exceptions, and more.

[ ASU Conversion Manage Schedules Approve Time and Exceptions ﬁ Report Time
> Self Service Assign permanent work schedules, change schedules for a day, week, Approve reported or payable time, overtime and absence requests, and Report time or request absences.
> Manager Self Service or range of dates. manage exceptions. imesheet
= Assion Work Schedule = Repotted Time il
> Manage Schedules = Manage Schedules = Payable Time =] Absence Request
> Approve Time and = Exceptions
Exceptions 2More...
I; siisvo‘rlfigrene vt:ew Time ) =l Manager Search Options
. View calendars, balances, and payable time, Access manager search options.
— Manager Search Options and more.
[ Joh and Personal = Monthly Time Calendar
Infarmation =] Weekly Time Calendar
[ Compensation and Stock = Daily Time Calendar
> Learning and 11 More.

Development
[ Performance Management
> Recruiting
[ Workforce Administration
[ Benefits
[> Compensation
[ Time and Labor
> Payroll for North America
> Global Payroll & Absence
Mgmt
> Payroll Interface
> Workforce Development
> Organizational Development
> Enterprise Learning
> Workforce Monitoring
[ Pension
> Campus Community
[ Records and Enrollment
> Curriculum Management
[ Student Financials
[ Set Up HRMS
[ SetUp SACR
> Enterprise Components
> Tree Manager
> Reporting Tools
> PeopleTools
— Careers
— Change Wy Password
— My Systern Profile
|~ My Dictionary

@ B g inemet

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.
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Figure 12: Timesheet Summary Search Page

A Timesheet - Microsoft Internet Explorer =] x]

File Edit View Favoites Tools Help

GBack » = - () [2] A | QiSeach (ifFavortes Meda 4| N b oml = 4L

Address I@ https://asudev.mycmse.com/psp/asusaidp/EMPLOYEE/HRMS /c/ROLE_MANAGER.TL_MSS_EE_SRCH_PRD.GBL?PORTALPARAM_PTCNAV=HC_TL_MSS_EE_PRD_GBL3%EOPP.SCNode=HRMS&EOPP.SCPortal=EMPLOYEEXEOPP.SCName=H j Links >| @ ~

PeopleSoft.

Home Add to Favorites Sign out
Searchs New Window | Help | Customize Page | 15
[ My Favorites .
> ASU Customizations Report Time
[ ASU Conversion -
> Self Service Timesheet Summary
> Manager Self Service 5
< Time Management = GetEmployees
[ Manage Schedules Description Value
> Approve Time and l—
Exceptions DI &
< Report Time EmpliD Q
- Mass Time LastName Q
— Absence Request l—
b View Time o Q
— Manager Search Options Position Number I—Q
[ Joh and Personal
Infarmation

> Compensation and Stock
> Learning and
Development
[ Performance Management
> Recruiting
[ Workforce Administration
[ Benefits
[> Compensation
[ Time and Labor
1> Payroll for North America Employees For Chandler Bing, Totals From 05/19/2007 - 05/25/2007
> Global Payroll & Absence
Mgmt Name
> Payroll Interface
tgporkivisalDevalopmat Narme 0000000  0.000000  0.000000 0.000000  0.000000
> Organizational Development
[ Enterprise Leaming GoTo, Manager Self Service
> Workforce Monitoring
[ Pension Time Management
> Campus Community
[ Records and Enrollment
> Curriculum Management
[ Student Financials
[ Set Up HRMS
[ SetUp SACR
> Enterprise Components
> Tree Manager
> Reporting Tools
> PeopleTools
— Careers
— Change My Password
— My Systern Profile
— My Dictionary

ViewBy: [Week =l pate: [052212007 [ (ZRetresh ) << Previous Week Next Week ==

Find
North

Department Workgroup Reports To Position Number Position Number American

Paygroup

Reported Hours to be Scheduled
Hours  Approved  Hours

. Approved/Submitted Denied Employee
Exception Hours Hours D

Approve Reported Time

| ol
@0 W T

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. 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 the next Figure below.
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Figure 13: Timesheet Summary search results

A Timesheet - Microsoft Internet Explorer

File Edit View Favoites Tools Help

GBack » = - () [2] A | QiSeach (ifFavortes Meda 4| N b oml = 4L

Address I@ https://asudev. mycmsc.com/psp/asusaidp/EMPLOYEE /HRMS /c/ROLE_MANAGER.TL_MSS_EE_SRCH_PRD.GBL?PORTALPARAM_PTCNAV=HC_TL_MSS_EE_PRD_GBL3%EOPP.SCNode=HRMS&EOPP.SCPortal<EMPLOYEESEDPP.SCName=H _"] Links > @ v
PeopleSoft.

Search:

Home Add to Favorites Sign out

New Window | Help | Customize Page | 5

®
[ My Favorites N
1> ASU Customizations Report Time
[ ASU Conversion .
> Self Service Timesheet Summary

> Manager Self Service
< Time Management —
> Manage Schedules Description Value

> Approve Time and Group ID I—Q

[~ Employe tion Crit

Exceptions
~ Report Time EmpliD 1000584859 Q
Mass Time Last Name Q
— Absence Request l—
[ View Time o Q
— Manager Search Options Position Number Q
[ Joh and Personal
Infarmation
> Compensation and Stock
» BZ‘;‘"E"I'B"D%:;& ViewBy: [Week =l pate: [05122/2007 [ (2 Retresh) << Previous Week Next Week ==
DF
[ Recruiting
E ;";:g.ﬁ;ce ARG Employees For Chandler Bing, Totals From 05/21/2007 - 05/27/2007
> Compensation i ” North
> Time and Labor Name Reported Hourstobe  Scheduled Exception ApprovedSubmitted Denied Employee ID Department ‘Workgroup Reports To Position Number Position Number American
. Hours  Approved  Hours Hours Hours
> Payroll for North America Ps
P a‘gﬂr‘::' Pl Greqory Dempsey 54.50 0.00 0.00 & 5450 0.00 1000584859 D805 HBEN 102344 103914 HRY
D Payroll Interface GoTo:  Manager Self Service
> Workforce Development i
[ Organizational Development Time Management

> Enterprise Learning

> Workforce Monitoring

[ Pension

> Campus Community

[ Records and Enrollment
> Curriculum Management
[ Student Financials

[ Set Up HRMS

[ SetUp SACR

> Enterprise Components
> Tree Manager

> Reporting Tools

> PeopleTools

— Careers

— Change My Password

— My Systern Profile

— My Dictionary

Approve Reported Time

| I
& B g inemet

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.
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Figure 14: Detailed Employee Time Record new screen

The DTA can review one week of the detailed timesheet, as shown above, or select Time Period under
the View By V¥ to see the entire two week pay period at once.

Figure 15: Employee Time Period Record with entries showing Exception Icon (combine screens)

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

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.??
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Figure 17, Timesheet Summary with Entry Requiring Approval selected.

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

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.
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Figure 20: Manage Exceptions with EmplID Search Criteria

A Exceptions - Microsoft Internet Explorer [-]

File Edit View Favortes Tools

Help.

GBack » = - () [2] A | QiSeach (ifFavortes Meda 4| N b oml = 4L

Address I@’] https://asudev.mycmsc.com/psp/asusaidp/EMPLOYEE /HRMS /c/ROLE_MANAGER.TL_MNG_EX_PNL_GRP1.GBL?NAVSTACK=ClearkPORTALPARAM_PTCNAV=HC_TL_MNG_EX_PNL_GRP1_GBL3%EOPP.SCNode=HRMS&EOPP.SCPortal=E| MPlj

PeopleSoft.
[Menu 8

Search:
®

> My Favorites
[> ASU Customizations
[ ASU Conversion
[ Self Service
> Manager Self Service
< Time Management
> Manage Schedules
= Approve Time and
Exceptions
— Reported Time
— Payable Time
— Overtime Reguests
— Absence Requests
> Report Time
[ View Time
— Manager Search Options
[ Joh and Personal
Infarmation
> Compensation and Stock
> Learning and
Development
[ Performance Management
> Recruiting
[ Workforce Administration
[ Benefits
[> Compensation
[ Time and Labor
> Payroll for North America
> Global Payroll & Absence
Mgmt
> Payroll Interface
> Workforce Development
> Organizational Development
> Enterprise Learning
> Workforce Monitoring
[ Pension
> Campus Community
[ Records and Enrollment
> Curriculum Management
[ Student Financials
[ Set Up HRMS
[ SetUp SACR
> Enterprise Components
> Tree Manager
> Reporting Tools
> PeopleTools
— Careers
— Change My Password
— My Systern Profile

— My Dictionary

Manage Exceptions

=2 Get Employees

Description Value

Group ID I—Q
EmpliD [ronossasss @
Last Name I—Q
Department l— Q

Pasition Number

—

Allowing an exception will enable the time to be processed and create payable time without having to
resolve the exception. Once an exception has been allowed, it will no longer appear on this page.
Time that has an exception with a Low or Medium severity level will still create payable time.
Exceptions with a source of Time Administration can only be resolved by running the Time
Administration process. Time that has an exception with a High severity level will not create payable
time.

» Filter Options

Find  First (4.0 1 (¥ Last

Overview Y\ Defails |

Allow ExceptionID  Description Date Name Severif
- 05/2212007

Click this button to resolve non-setup related exceptions once reported time has been
corrected using the Timesheet page. This button will only resolve exceptions with &
source of Time Validation-Elapsed or Punch.

Allow All
Save

GoTo: Manager Self Service
Time Management

Clean Up Exceptions

Home Add to Favorites Sign out

New Window | Help | Customize Page | 5, =

@

I
B g inemet

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.
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Figure 13: Manage Exceptions Page With No Exceptions Found duplicate

; Exceptions - Microsoft Internet Explorer

File Edit View Favoites Tools Help

GBack » = - () [2] A | QiSeach (ifFavortes Meda 4| N b oml = 4L

Address I@ https://asudev.mycmsc.com/psp/asusaidp/EMPLOYEE /HRMS /c/ROLE_MANAGER.TL_MNG_EX_PNL_GRP1.GBL?NAVYS TACK=ClearkPORTALPARAM_PTCNAV=HC_TL_MNG_EX_PNL_GRP1_GBL3%EOPP.SCNode=HRMS&EOPP.SCPortal=E| MF'I_’] Links > @ v
PeopleSoft. 5

Search:
®

D My Favorites Manage Exceptions
[> ASU Customizations
[ ASU Conversion

Sign out

New Window | Help | Customize Page | 5

[ Self Service g
[~ Em e Selectio e
> Manager Self Service = Get Employees
 Time Management Description Value

> Manage Schedules Group ID Q

= Approve Time and

Exceptions EmpliD 100584859 Q
— Reported Time

— Payable Time LastName Q
st —a

— Overtime Reguests

— Absence Requests Position Number —Q
> Report Time
[ View Time
— Manager Search Options There were no employees found based upon your selection criteria.
Manager Search Opltions
> Job and Personal Allowing an exception will enable the time to be processed and create payable time without having to
Infarmation resolve the exception. Once an exception has been allowed, it will no longer appear on this page.
> Compensation and Stock Time that has an exception with a Low or Medium severity level will still create payable time.
[ Learning and Exceptions with a source of Time Administration can only be resolved by running the Time
Development Administration process. Time that has an exception with a High severity level will not create payable
[> Performance Management time.
> Recruiting » Filter Options
< P
[> Benefits Click this button to resolve non-setup related exceptions once reported time has been Cioan Up Excont
[ Compensation corrected using the Timesheet page. This button will only resolve exceptions with a eanUp Exceplions
> Time and Labor source of Time Validation-Elapsed or Punch.
[ Payroll for North America Allow Al
> Global Payroll & Absence

Mgmt
> Payroll Interface Save
> Workforce Development
> Organizational Development
[ Enterprise Learning GoTo: Manager Self Service
> Workforce Monitoring Time Managerment
[ Pension lime Management
> Campus Community
[ Records and Enrollment
> Curriculum Management
[ Student Financials
[ Set Up HRMS
[ SetUp SACR
> Enterprise Components
> Tree Manager
> Reporting Tools
> PeopleTools
— Careers
— Change My Password
— My Systern Profile

|~ My Dictionary
|&] Done [ |8 [ Intemet

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 SISl to leave the system.
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Weekly Time Calendar View

Home Add to Favorites Sign out
=
Search: New Window | Help | Customize Page | &, &
b My Favorites i ]
b e e Weekly Time Calendar
e
> Manager Self Service v EmpfoyAee Selection Criteria Get Employees
< Time Management Description Value
> Approve Time and Group ID Q
Exceptions
[ Report Time EmplID 100
< View Time
— Monthly Time Calendar Empl Red Nbr Q
—\ HvTxme Calendar LenEme [ Q
— Daily Time Calendar
— Payable Time Detail First Name \ Q
— Manager Search Options . )
1 Recruiting Business Unit \ Q
1> Time and Labor
N Work
b Payrollfor North America b ‘ Q
1> Organizational Development Position Number [ Q
[> Set Up HRMS
[> Set Up SACR
— Careers
— My System Profile © Ciick Icon for Instructions
— My Dictionary
Daily Time Calendar ‘Weekly Time Calendar Monthly Time Calendar
07/16/2007 Previous Week Next Week I
@ Reported Hours I}Payable Hours
Show Show Planned Overtim
Show Training Hourl Show Symbols I Show Exceptions
Viglisk ek
Weekly Time Calendar
Job Title [N ARTEBEE Click the View Week button el R G
|weremewes 112412007 | O 12812007 |07/29/2007
Miguel Ruiz Tech Support Analyst Assoc 08.24 REG - 15.92 | | REG - 13.06 | | REG - 08.00 - - 53.32 Miguel Ruiz v
< >
/ Trusted sites #100% -

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.
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Payable Hours

Daily Time Calendar Weekly Time Calendar Monthly Time Calendar
Week of:  |07/30/2007 i Previous Week |  Nextweek |
| |
l O Reported Hours I (® Payable Hours I I
| |
Show Schedule Show Holidays Show Planned Overtime|
Show Training Hours [] show Symbols Show Exceptions

Weekly Time Calendar

Job Title Monday | Tuesday |Wednesday | Thursday | Friday Saturday | Sunday [mﬁnployee

Penny Wall Tech Support Analyst Senior - - - - - - - - PennyWall
Sri Bapu Kalluri Student Worker IV = - = = = = = - SriBapu Kalluri

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

CES5 = the time and "2 (portion) for overtime pay shows up w/ CEP, then this is the time and %
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
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Payable Time Details

Figure 31

ORACLE’ . .
Home Add to Favorites Sign out
Ll v
Search: New Window | Help | Ci Page | 5,
\ |®

> My Favorites
[> ASU Customizations
D Self Service Select Employee
< Manager Self Service
< Time Management

[> Approve Time and 7 Get Employees

Exceptions -
De: ti Vall
> Report Time Sciption alue

< View Time Group ID Q

— Monthly Time Calendar

— Weekly Time Calendar EmpliD 100¢ 2
— Daily Tlm Calenar Empl Red Nbr I:O\
— Payable Time Detail
— Manaqer Search Options LastName l Q
1> Recruiting )
1> Time and Labor FirstName Q
1> Payroll for North America ;
e e Unit . a
[> Set Up HRMS
b SetUp SACR SELTETE Q
— Careers Position Number Q
— My System Profile

— My Dictionary

Employees For Amanda Palma |

orth

=

Name Employee ID Job Code Job Description Business Unit Location Workgroup Reports To Position Number Position Number Qmen‘can
'aygroup
10005 172210 [9Ch SupportAnalst 409 DTPHX HBEN 110984 117439 HRY
col Select the Mi R ink
Time Management
< >
J/ Trusted sites H100% -
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.
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ORACLE’
Meru &

Search:
®

[ My Favorites "
b ASU Customizations Payable Time Detail

1 Self Service
< Manager Self Service
< Time Management )
1> Approve Time and Job Title:  Tech Suppc
Exceptions Click on the Calendar icon to bring up a calendar.

I Report Time Payable Time Detail disg
GetRows

 View Time
— Daily Time Calendar %]
I — Payable Time Detail Payable Time Cl oosz a date (At+) 2007 B
— Manager Search Options Overview \ Tmery [0V V] - nts

Mi R EmplID: 1000

— Monthly Time Calendar,
— \Weekly Time Calendar  StartDate [07/2012007 |3l End Date

1> Recruiting S M T WTF §
[ Time and Labor Date Status 1 3 4 5 6 7 er ID Taskaroup
1> Payroll for North America s F 1011 12 13 14
[> Organizational Development Taken - Us¢ 1
[> Set Up HRMS 07/20/2007 by Payroll 15 1€ NONE
[> Set Up SACR 22 2:Select the July 2 date
~ Careers 0772312007 12Ken-Usq | NONE
— My System Profile by Payroll
— My Dictionary 0712412007 Taken-Us |
by Payroll
.
orsooy THken-Usf  ORACLE
by Payroll
0712612007 [2K°N - 1IS Menu &
VPOl | search:
Return to Se} @
[> My Favorites B
T —— DA%U G e Payable Time Detail
[> Self Service M R
< Manager Self Service EmpliD: 1000!
< Time Management §
[> Approve Time and Job Title:  Tech Support Analyst Assoc EmplRed Nbr: 0
Exceptions
> Report Time Payable Time Detail displayed for up to thirty-one days.
< View Time

— Monthly Time Calendar
 Weekly Time Calendar  StartDate B)  EndDate |07/26/2007 | | |

— Daily Time Calendar
ayable Time Del Payable Time _

— Manager Search Options Overview Time Reporting Elements |/ Task Reporting Elements. Click the Get Rows button ——

I Recruiting Time
1> Time and Labor Date Status Reporting Type  Quantity UserID Taskaroup
b Payroll for North America Code
I> Organizational Development
1 SetUp HRMS 0712012007 Za';;“r'o‘lfsed JRP Hours  8.000000 NONE
[ SetUp SACR a2
- Careers 07232007 T2KeN-Used oy pours 8500000 NONE
— My System Profile by Payroll
sl 0712412007 T2KeN-Used gy pours 8250000 NONE
by Payroll
0712512007 T2KeN-USed Ly Hours 8000000 NONE
by Payroll
071262007 12KeN-USed iy Hours 8000000 NONE
by Payroll

Return to Select Emplovee

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.
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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
PeopleSoft.

Home Add to Favorites Sign out

Search: Main Menu >
I | C :s ; Manager Self Service

[> My Favorites

> ASU Customizations Navigate to self service information and activities for people reporting to you.

[> Self Service Approve Time and Exceptions K] Report Time ﬁ View Time

Approve reported or payable time, overtime and absence Report time or request absences. View calendars, balances, forecasted and payable time,
> Time Management requests, and manage exceptions. = Timesheet accumulators and more.

> Recruiting =] Exceptions - =] Monthly Time Calendar

> Time and Labor =] Weekly Time Calendar

> SetUp SACR ] Daily Time Calendar

— Careers =] Payable Time Detail

B o = anagerChdcion Optiond

- My Dictiona

Access man “ger search options.

Select the Manager Search Options link

Step 1 — Select the Manager Search Options link
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Figure 2 — View of Search Options Settings

PeopleSoft. e e

Search:
@
U My Favorites Manager Search Options
[ ASU Customizations
[ ASU Conversion Select Default Criteria and Options
[ Self Service
> Manager Self Service

= Time Management Chandler Bing

> Manage Schedules
b Approve Time and
Exceptions

Enter the Employee Selection Criteria you want 10 use when searching for employees. This search information will be
the default for Time Management pages where there is an Employee Selection Critéria option. A partial value may be

I Report Time entered in any search field o get a list of employees with similar values
D View Time
i
[> Job and Personal Schaisk T
Information Description Value List
> Compensation and Stock
[ Leaming and Group ID | Q W~ [
Development )
I Performance Management EmpliD | Q ¥ ~
[ Recruiting
b Workdorce Administration LastName | Q¥ F
[ Benefits [— =
0 Compensation Oepartment QA ¥ v
U Time and Labor : North American Paygroup | Qr 2
& Payroll for North America
> Global Payroll & Absence Yorkgroup | QO ~
Mgmt
[ Payroll Interface Position Number | aQ W 2

[ Workforce Development
0 Organizational Development

1> Enterprise Leaming ) '
1> Workforce Monitoring © Auto Poputate Results C Collapse Criteria

[ Pension @ Prompt for Results @ Expand Criteria
O Campus Community
b Records and Enroliment W Save

0 Cumiculum Management
[> Student Financials
> Set Up HRMS

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.
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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.
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Notes:

60 of 71 HRIS — Departmental Time Administration

Last Revised 7/29/2009



Department Time Administrator Training Manual

Appendex
Examples of Time Reporting Codes (TRCs) by Position Type
Houry TRCs Salaried
Time Reporting Code Time Reporting Code
| HRY - Reg Hours v ‘
BEP - Bereavement Leave Hourly BER - Bereavement Leave Exem
CAB - Call Back JRY - Jury Duty Pay Exempt
CTH - Comp Time Taken Hourly MIL - Military Leave Pay Exempt
CTX - Comp Time Officers PTL - Parental Leave Exempt
*Hop - Holiday Pay Hourly SCK - Sick Leave Exempt
HOU - Unpaid Holiday VAC - Vacation Leave Exempt

JRP - Jury Duty Pay Hourly
MIP - Military Leave Pay Hourly
PTP - Parental Leave Hourly
SCP - Sick Leave Hourly

SNP - Unpaid Sick

STB - Standby Pay

UPH - Unpaid Hours

VAH - Vacation Hourly

VNP - Unpaid Vacation

Academic Professinal ACD A12

Time Reporting Code Time Reporting Code

BER - Bereavement Leave Exem
JBIEYR- JEL!]ereavement Leave Exem JRY - Jury Duty Pay Exempt
ry Duty Pay Exempt -
MIL - Military Leave Pay Exempt MIL - Military Leave Pay Exempt
PTL - Parental Leave Exempt PTL - Parental Leave Exempt
SCK - Sick Leave Exempt SCK - Sick Leave Exempt
Student

Time Reporting Code

STH - Student Regular Hours
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Notes:
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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.
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Notes:
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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.)

Saves a page in a transaction.
ALT+1 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.

Accesses the Look Up page.
ALT+5
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.

ALTH+/ 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.

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

CTRL+ K
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.
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On a look up page, activates the lookup button.

ESC Activates the Cancel button, where appropriate.
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:

3 https://asudev.mycmsc.com - User Defaults - Microsoft Internet Explorer

. File Edit Wiew Favorites Tooks Heb
PCOpleSOfts Home Add to Favorites Sign out
Search: New Window | Help | Customize Page | 5,
> Wy Favorites @ [ User Defaults 1 Y\ User Defaults 2 ;" User Defaults 3 }* User Defaults 4 )* Enroliment Overr
> Student Admissions
~ Set Up SACR User ID: ADTRNO0OS Name: Trainee ASU
- User Defaults
E_ :'?(’Sp.:zz?'smme Academic Institution: ‘PSUOO Q Arizona State University
— My Dictionary Career Group SetiD: [ Q
Facility Group SetiD: | Q
Academic Career: IUGRC|Q Undergraduate
Academic Group: ’ Q
Subject Area: [ Q
Term: ’ Q
Academic Program: ’ Q
Academic Plan: \ Q
Academic Sub-Plan: ’ Q G

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 ASUOQO, and set your Career, Group and Term to
your commonly used values.
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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
1services center.

PeopleSOft e Home Add to Favorites _Sign out |_

New Window | Help | Customize Page | & 4

/ User Defaults 1 '/ User Defaults 2 " User Defaults 3 | User Defaults 4 \_Enroliment Override Defaults \ [»)

> Campus Community User 1D: SRTST002
> Records and Enroliment
© Curriculum Management
> Academic Advising [Jcarryip
= SetUp SACR

- User Defaults )
> Reporting Tools Output Destination: | Y4
> PeopleTools
- Chanae Mv Password Trmmanring Timas [ Q
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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:

A https://asudev.mycmsc.com - Search/Match - Microsoft Internet Explorer

File Edit View Favorites Tools Help

PeopleSoft.

Home Add to Favorites Sign out

New Window | Help | &}

Search:
|l> My Favorites I Search/Match
~ Student Admissions Enter any information you have and click Search. Leave fields blank for a list of all values.

< Application Entry

- Search/Match { Find an Existing Value
[> Applicant Summaries
e Search Type: = v Person "]
Summaries ype: -
[> Set Up SACR Search Parameter: begins with ¥ | STANDARD Q
[> PeopleTools
— My System Profile Ad Hoc Search O
— My Dictionary Description: begins with v
Search Clear | pasicSearch B Save Search Criteria
< | >
&) S @ Internet
You can also edit your favorites at any time.
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Notes:
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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:

https://www.asu.edu/go/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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