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Overview

The purpose of this Reference Guide is to illustrate the procedural steps and the PeopleSoft screens
used by Departmental Time Administrators (DTA) and supervising managers to:

= establish the selection criteria they will use when searching for employees

= accomodate Non-Exempt employees in requesting time off and entering the information into
PeopleSoft

» make additions and corrections to the time reported by the non-exempt employees in their
department

= correct exceptions to reported time generated by the Time Administration process

approve the time reported by the positive time reporter employees in the department:
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Accessing the HCM System

There are several places you to get
information about your HR transactions.

HR Web Site

www.asu.edu/hr

The HR website will continue to be your
source for HR information. You can access
this site from any web browser connected to
the Internet.

HCM Web Site

hcm.asu.edu/

This site is your one stop for all information
about HCM. You can get here from a link on
the HR Web site.

Come here to see:
Frequently Asked Questions (FAQS)
about the new system
Electronic copies of this document
and many others
Simulations and demonstrations
of the new system
Access to the Employee
Self Service Portal itself

Notes:
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Setting DTA Search Options

Figure 1

The purpose of this Simulation is to illustrate the procedural steps and the PeopleSoft screens
used by Departmental Time Administrators (DTA) and supervising managers to establish the
selection criteria they will use when searching for employees.

Managers can also set up display preferences for viewing employees selected through the
self-service menus.
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Figure 2 — Example of Search Options

PeopleSoft. S .

@)
[ iy Favorites Manager Search Options
> ASU Customizations
PR L Select Default Criteria and Options
I Self Service
= Manager Self Sarvice :
= Time Managerment Chandler Bing
| :;:r"o'?.: ?fr::"a":ss Eniter the Employes Selection Criteria you want 1o use when seaiching for employees. This search information will be
Exteplions e detault for Tirme Management pages where then is an Employee Selecion Critenia oplion. A parial value may be
I Report Time antenid in ary search field 1o geta listof employees with similar walues,
I Wiews Tirne

= Manager Search Oplions

* Emgsl ng Selection Criterla
> Job and Fersonal il

Information Description Value w ﬁw
[ Compengation and Stock
[ Leaming and Group 1D aQ ¥ i
Development
[» Perdormance Managemeant EmpliD a ¥ E
- REcruiting
- Warkforce Administration Lasi Name A H F
[ Benefils
R e TT Diepartment Q K F
[ Time and Labor _ Morth American Paygroup Q O [
- Payroll for Morth America
[ Glabal Payroll & Absence ViQTkGroup Q O F
Mogmi
[ Payroll Interface Pasition Murnber o =

[ Warkiorce Development
- Organizational Development furto Populate Optio Critaria Defau
[+ Entarprise Learming

I Warkforee Monitaring  Auto Fopulate Results T Collapse Criteria

[ Pension = Prompt for Results = Expand Criteria
[ CAMPUS COMmEniy
[+ Records and Enroliment W save

L Curriculum Management
[+ Student Financials
[+ SetUp 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.

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.
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Figure3

PeopleSoft.

Manager Search Optiens

> ASLY Comvarsian Select Default Criteria and Options

[ Balf Senice

= Managar Self Senvice :

= Tirne Managernent Chandler Bing
I': :;:fg: ffn'::"aﬂgg Eriter the Employee Selection Criteria you want 1o use when searching for employees. This search information will be
Exceptions the: detault for Tirme Managermant pages whene there is an Emploves Seleciion Criteria option. A partial value may be

b Repart Time antered in any search feld 1o geta listof ermployees wilh similarvalues,
I* Wiew Time

rch Oplions:

* Emploves Selection Criteria
> Jab and Pereonal PR '

Inforrmiation Description Valug el in E&“—m
[ Compensation and Stock LS
[ Learning and Group 1D I aQq F -
Development
[» Performance Managameant EmpliD I a ¢ [
[ Recruiting
I Warkforce Administration Last Mame [ Q F F
[+ Berngfils ﬁ
I Compensation Departmant o W =2
I Time and Labor Morth American Paygroup I [ =]
[+ Payroll for Morth America = 2
[ Global Payroll & Absence Wrkgroup I a O =
Mgmi
[ Fayroll Intemace Pasition Mumber I aq F =
[ Warkiorce Development
[ Organizational Developrment fusto Popaulate Option Criteria Defaults l
[+ Entarprise Learning
I Warkforce Monitaring  furo Populate Results " Collapse Criteria
[ Pansion & Promipt for Risults & Expand Criteria
[ Campus Commanity
[ Records and Enroliment Save
[ Gurmiculum Managemani LI

[ Student Financials
[ SetUp HRME

These options can be changed by the manager at any time. After selecting the desired options, click on
the Save button.

The selection of Manager Search Options process is now complete. The manager may select any
menu item from the Menu on the left to complete other tasks in PeopleSoft, or click on Sile[gl@Illi to exit
the system.
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Figure 4
ORACLE’

PEOPLESOFT ENTERPRISE

User 0: [mmegui Seects Languege:

Or, begin by opening your browser and navigating to ASU Interactive at the URL.:

Enalish Espafiol
Password: | esssssss Dansk Deutsch
Francais Francais du Canada

To settrace flags, click here

Your account has been disabled

lialiang
MWederdands
Cedtina
EH'EI'J_-;

Step 1 — Go to https://hrsa.oasis.asu.edu to access PeopleSoft.

http://www.asu.edu/interactive

Take the new ASU Interactive for a spin. and see how easy it is to find what you're looking for on the ASU web.
eedba st a Link
DR Opsn All | Close All
myASU Courses
‘Gmail for ASU PROSPECTIVE STUDENTS FACULTY & STAFF S:T;:i‘?gnc;nr
EPO Update » Explore Majors » Course Management
AFS Manager » Apply to ASU » Financial Services
Registration / » Check Application Status » Academic Affairs
Enroliment
_ b Preparing to Attend ASU » Communications and Marketing
Directory ‘
myASU » Employee Self—Ser?nce TR
DARS Degree Audit CURRENT STUDENTS w Manager Self-Service someone?
Major Menu » Registration/Enroliment & Time Management o
» Academic Record Information 8 Job and Personal Information 1
More Resources - # compensation
e » Online Courses
leni i -
Workngast » Major Information » Hiring Use the ASU Dirsctory
orking
Alumni e niR i phtionssiand Dat OHIEGdSIIrchB
o pdates
» Tuition and Billing i
» Career Enhancement Programs ¥ Hosemeh I Auom ASUs Now I
» Student Government Election Ebnel
» Workshops Outage evening of
June 28
» Recognition
ALUMNI & FORMER STUDENTS 9 AR B ks
» Alumni Services Reporting?
UNIVERSITY SERVICES
» Records and Billing Outzge evening of
b Library Services e 28
» Computing Services
» Personal Record Information
» Purchase Event Tickets
» Forms
b Miscellaneous Services

Under the Faculty and Staff heading expand the Manager Self Service link to access Time

Management.
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Figure 5

PeopleSoft.

Home Add to Favorites Sign out

b 3, Manager Self Service

> My Favorites
> ASU Customizations

Navigate to seif service information and activities for peopie reporting to you

1 Self Senvice ﬁ] Approve Time and Exceptions Report Time View Time
Self S Approve reported or payable time, overtime and absence Report time or request absences, Wiew calendars, balances, forecasted and payable time,
requests, and manage exceptions. = = accumulators and more.
b Recruiting =] Exceptions =1 Wonthly Time Calengar
[> Time and Labor =l Weekly Time Calendar
[: SetUp SACR =l Daily Time Calendar
’ ’ = =
— Careers Select the Timesheet link 1= Holyatie Tine Detey
~ iy System Profile = Manager Search Options
— My Dictionary

Access manager search options.

Within Manager Self Service, access the Timesheet area by
clicking on Report Time, then the Timesheet link, OR click

Step 2 — Select the Timesheet link within Manager Self Service

Within Manager Self Service, access the Timesheet area by clicking on Time Management, then the
Timesheet link.

Figure 6

PeopleSoft.

Add to Favorites

Timesheet Summary

=

Search: New Window | Help | Customize Page | B #
T — This list of Employee Selection Criteria is extensive. A DTA

[> My Favorites A e .

- ASU Customizations Report Time and reset these Manager Search Options depending on their

[> Self Sernvice

Get Employees

Ex
[ = R;; Selectthe Manager Self Service link

Q
— Manager Search Options

> Recruiting Empl Red Nbr =

[> Time and Labor

— Careers -

~ by System Profile Al [ la

~ Wy Diglianare Business Unit a
Job Description Q.
Department Q
ot —
Position Number Q

View By: | Week v Date: [06/06/2007 | (% Retvest | <= Prevogs Week Next Week »=

Employees For General Snozzie, Totals From 06/02/2007 - 06/08/2007

n :
Name e e jon yoorovedSubmitied Bemed  EMOIOVER op  Department  Workaroup  Taskarowp
] [click column heading to sort ascending | >

Step 3 — Select the Manager Self Service link

This list of Employee Selection Criteria is extensive. A DTA and reset these Manager Search Options
depending on their individual departmental needs.
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Figure 7
PeopleSoft.

Me

Search: s
] . ; Manager Self Service

> My Favorites

Add to Favorites

Sign out

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

[» Self Service ﬁ.ﬂ rove Time and Exceptions ﬁ Report Time View Time

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

[ Recruiting =] Exceptions F=] Monthly Time Calendar

[> Time and Labor =] Weekly Time Calendar

[ Set Up SACR = Daily Time Calendar

e eer | Payable Time Detai

— My System Profile

— My Dictionary Access ‘r search ntinns

Select the Manager Search Options link

Step 4 — Select the Manager Search Options link
Figure 8

Peop]'eSOft3 Home Add to Favorites Sign out
Menu = o
» Select Default Criteria and Options
[> My Favorites
[ ASU Customizations General Snozzie
[> Self Senvice
= Manager Self Semvice Enter the Employee Selection Criteria you want to use when searching for employees. This search information will be
= Time Management the default for Time Management pages where there is an Employee Selection Criteria option. A partial value may be
[» Approve Time and entered in any search field to get a list of employees with similar values
Exceptions
> Report Time
[- View Time '+ Employee Selection Criteria
— Manager Search Options the Include in Include in
[> Recruiting Description ot Criteria List
[> Time and Labor
b SetUp SACR fEounin [ =
EmpliD 3 v
— My System Profile E A
— Wy Diclionary Empl Red Nbr I S = O
—=
—=
Business Unit l:lq F L]
—= O
Job Description l:lQ F O
Deparment [
[ ko o
Company [ a0 0
Workgroup I Y =
Taskgroup I S =
Position Mumber I:lQ F
Criteria Defauits
@ Auto Populate Results @Collapse Criteria
Q Prompt for Results (] Expand Criteria
B Savel
]

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.
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Figure 9

Search:

[ ASU Customizations
> Self Senvice
= Manager Self Service
| = Time Management
[> Approve Time and
Exceptions
> Report Time
[ View Time

|[> Recruiting

[ Time and Labor
|- SetUp SACR

i~ Careers

— My System Profile
|— My Dictionary

PeopleSoft.

=

iC

1> My Favorites

— Manager Search Options

Select Default Criteria and Options

General Snozzie

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

entered in any search field to get a list of employees with similar values

= Employee Selection Criteria

Description
Group ID
EmpliD

Empl Recd Nbr
LastName
First Mame
Business Unit
Job Code

Job Description
Department
Supenvisor ID
Company
Workgroup
Taskgroup

Position Number

@ Auto Populate Results
Q Prompt for Results

B save

Value Lnr(i::::eam Eudem
[ a
[ e
[ JeD O
[ Tlam
[ e
[ lam® O
[ e O
| la O O
[
[ &= |
I - ¥ = [l
| laO
I % =
[ JaE
@ Collapse Criteria

C Expand Criteria

Add to Favorites

Sign out

|2

53]

Step 5 — Select the Prompt for Results radio button

Place a check in the box in the Include in Criteria column if you wish to use this value to search for

employees.

Step 6 — Select the Expand Criteria radio button

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.

Note: The Auto Populate option has proven to be very slow in returning results and may return ore
data than is needed for a given operation.

Step 7 — Click the Save button

Step 8 — Select the Manager Self Service link to return to the Timesheet area.
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Figure 10

PeopleSoft.

Search:

[ My Favorites

[> ASU Customizations

[- Self Service

= Manager Self Senvice
[ Time Management

% 0 Manager Self Service

Navigate to self service information and activities for people reporting to you

= Approve Time and Exceptions

Approve reported or payabile time, overtime and absence
requests, and manage exceptions.

Access manager search options.

ﬁ Report Time
Report time or request absences.

Sian out

View Time
View calendars, balances, forecasted and payable time,
accumulators and more.

[ Recruiting =] Exceptions = Monthly Time Calendar
[> Time and Labor =) Weekly Time Calendar
[> Set Up SACR = Daily Time Calendar

— Careers Select the Timesheet link = Payable Time Detai
vt R = Manager Search Options

— My Dictionary i=

Step 9 — Select the Timesheet link

To view the results of how the new default settings appear, return to the Timesheet.

Figure 11

PeopleSoft.

Search:

> My Favorites
[> ASU Customizations
[> Self Service
— Manager Self Service
= Time Management
[ Approve Time and
Exceptions
~ Report Time
I View Time
— Manager Search Options
[ Recruiting
[ Time and Labor
[ Set Up SACR
— Careers
— My System Profile
— My Dictionary

Timesheet Summary

Description

Group 1D
EmpliD
Department

Position Number

Get Employees

Value &
I
[ Ja

ViewBy: | Week v

Date: [06/06/2007 [[5] (2 Refrech

== Previous Week

Mext Week >=

Add to

ites Sign out

New Window | Helo | Customize Page | |5,

Employees For General Snozzie, Totals From 06/02/2007 - 06/08/2007

Reported Hours to be Scheduled

L 1= Hours Approved Hours

Mame 0.000000 0000000

GoTo: Manager Self Service
Time Management

Approve Repaorted Time

[

0.000000

Exception ARBOVEd/Submitted Denied
P Hours Hours

0.000000 0.000000

Em)
D

jee

Department

Horth
American
Paygroup

Position
Number

Workgroup

[

The new view of Employee Search Criteria allows a better view of the employee list, and offers a more
efficient means of working.
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Requesting Time Off for Non Exempt Employees

Figure 12

The purpose of this simulation is to illustrate the procedural steps and the PeopleSoft screens
involved in Non-Exempt employees requesting time off and entering the information into
PeopleSoft.
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Figure 13
Time Off Request: Non-Exempt Employees
=
]
2 EE fiks ol The
E. il Farm
E
w
3 I ¥
2 up
o HD Supres Supsvisor signs preer
E g pprcnecs TO VES e S T forme flad
g ot OlA
w y Y
¥
E Regusstad
(=] 14 dales
%. L 4
L]
14 Enters TE
i Al i Tam & N B
o Lamr Lot |
&
o

Step 1. Employee Requests Time Off

The first step in requesting Time Off for a Employee Numbsr Department
non-exempt employee is to fill out the Time Manag:
Off Request form. After filling out the form Type of Abeance Recqusstect
fOf the deSIred da S Off the em IO ee O sick O wacation O Bereavement [ Time 0N Without Pay
y . ’ . p y O Military ] Jury Duty ] Maternity/Paternity O cther
sends the form to their immediate etes ot Abeenn. From -
supervisor for review and approval. et oy o el pree T re—"
Reaaon for Absence Total Time Requested: hours)

% Request for Paid Time Off
(Hourly / Non-Exempt Employee)

Absence Information

Employes Mame

You must submit requests for absences, other than sick lsave, fwo days pror fo the first day you will be absent

Emplayee Signaturs Daster
Manager Approval
O Approved
O Rejected
Comments

Manager Sigrature Date

Department Time Administrator Entry

DTA Sigreture Date

Office of Human Resaurces May 30, 2007
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Figure 14

ARIZONA STATE
LINIVERSITY

TIME ADJUSTMENT FORM

\Week Ending:

Empioyes Nama:

Titia:

Aftillaks ID Numiber-

Dapt. Humbsr

Dapartmant Mama:

Suparvisar:

Date OF Typs of
TIma To Bs changs
Addad,

Or Daleiad [D=Delata

Corractad C=Corract

Reazon for Time Adjusimand, Addition,
‘(Correcticn or Delation

Empioyes Signature

Supendsar Signatura:

Office of Human Resources

NOTE about Time Adjustments after a pay period has ended.

A time adjustment form for any employee working on July 1st will need to be sent to the payroll
department. Since July 1st is an outlying day that does not fall into the payperiod of 07/02/07 to
07/15/07, DTA's would not be able to enter it into an employee's time sheet. Payroll will instead enter

this day into the paysheet.

The same holds true for time adjustments that need to take place after the Monday 12:00PM deadline

for DTAs to submit reported hours.
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Figure 15

Time Off Request ;: Non-Exempt Employees

EE®: ail Tiwe:

,,,,,,,,,,,,,,,,,,,,,,,,, P TS AT

Superion s |
T -

———— —— ——————

Requesied
TO daks

Step 2

DTA Bk T [
dalain Tme £ |

ITEL dats upkcad e[
Labor :

I Pagred

L 4

Step 2: Supervisor Reviews & Approves or Denies Request

Once the form has been completed, the employee submits the form to his/her immediate supervisor.
The supervisor then decides if the Time Off request can be approved. If the TO request is denied, the
supervisor notifies the employee and the process ends.

If the request is approved by the supervisor, he/she signs the form and forwards it to the Department
Time Administrator for action.

Step 3: DTA Receives TO Documentation

After the supervisor approves the Time Off request he forwards the signed form to the Departmental
Time Administrator. The DTA then determines the type of Time Off requested and the dates to enter
into PeopleSoft.

Step 4: DTA Enters TO Data into Time & Labor

After determining the type of time off requested and the dates to be entered, the DTA logs on to the
PeopleSoft system and enters the employee leave dates into Time and Labor.
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Figure 16
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pe—r— » Lmployes Self-Sarvice
bousscsga e— Tt ORACLE
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ALUMN & FORMER STUOENTS L s 5 Enalish Espafio|
: xﬂ,:.:n:,,,,, UNIVERSITY SERVICES Password: | sessssss | Dansk Deutsch
< ::'::::"" Francais Francais du Canada
[ —— Sign In Italiang IMagvar
: :"""""'"""' T MNederlands Morsk
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- — ; ;
To settrace flags, click here Suomi Svenska
Cedting B#¥i@E
Your account has been disabled =0 Evcckmil
Thaes i3
REon gl

Accessing the Timesheet

Under the Faculty Staff heading at ASU Interactive, choose Manager Self-Service to access
PeopleSoft.

Or, access the PeopleSoft system via https://hrsa.oasis.asu.edu

Figure 17
PeopleSoft.

Home Add to Favorites Sign out

[ Menu EREIGG
Search:

I (C

[> My Favorites

[ ASU Customizations

[» Self Service

i+ [Manaogtick

&> Recruitin -
[> Time an¢
[ SetUp 8 . _
— careers select the Manager Self Service link
— My Syste

— My Dictionary

Step 1 — Select the Manager Self Service link

This is the Home page in PeopleSoft. A DTA may see this after the intermediate portal page.

On this screen, the main functional menus of the HCM software are listed in a box on the left side of the
screen
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Figure 18
PeopleSoft.

Home Add to Favorites Sian out

[scarcte .
]7 b 4) Manager Self Service

| - My Favorites

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

I Self Service ?% Approve Time and Exceptions bffj Report Time b’;fj View Time

~ Manager Self Senice 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. accumulators and more.

> Recruiting - & Exceptions =l Monthly Time Calendar

1> Time and Labor I Weekly Time Calendar

[> Set Up SACR - 5 = Daily Time Calendar

I Select the Time Management link Select the Timesheet link = Payable Time Detai

i My System Profil s

|~ My Dictionary =T Access manager search options.

Step 2 — Select the Time Management link, then the Timesheet link within the Manager Self Service
area of PeopleSoft.

Click on the Report Time link, and then on the Timesheet link OR click directly on the Timesheet link to
save clicking through the Report Time link to display the timesheet screen.

Figure 19
PeopleSoft.

Home Add to Favorites Sign out

Mew Window | Help | Customize Page | [

| - My Favorites
[ ASU Customizations

[ Self Service
— Manager Self Senvice Timesheet Summary
= Time Manag_emem b Get s
[ Approve Time and £ L Elnlm.ﬁ%' ‘
Exceptions Description Value

= Report Time T

L I :
Click the Get Employees button

— Manager Search Options

> Recruiting Department [ &
[ Time and Labor ——]
> Set Up SACR Position Number | [}

|- Careers
[~ My System Profile
|— My Dictionary

You can search by individual Employee ID numbers, Department, position
number, or any perameter that is set in Manager Search Options. Please see
the simulation for Manager Search Options.

Employees For General Snozzie, Totals From 06/02/2007 - 06/08/2007

] ] ! Horth
Re@l‘led Hours to be Scheduled - AQQ[OVedI'Squmed Denied Emgo!ee Position 2
Hame Hours Approved Hours Exception o Hours D Department  Workaroup ey American
Palgrouﬂ
Name 0.000000 0000000  0.000000 0.000000  0.000000

GoTo:  Manager Self Service
Time Management
Approve Reported Time

Step 3 — Click the Get Employees button

The DTA can then enter the EmplID of the employee requesting time off. If the EmplID is not
known, the DTA may use the employee’s last name, and/or department or Group ID to find the
timesheet for the appropriate employee. Or, the DTA can click on the Get Employees button
to call up the timesheet for the requesting employee.
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Figure 20

PeopleSoft.

| - My Favorites

> ASU Customizations

|- Self Sevice

<= Manager Self Senice

= Time Management

[> Approve Time and

Exceptions

| = Report Time

| D ViewTime

| — Manager Search Options

| > Recruiting

| Time and Labor

[ Set Up SACR

|- Careers

— My System Profife

|— My Dictionary

Timesheet Summary

Description

Group 1D
EmpliD
Department

Fasition Number

Value

View By: |Week v‘

Date: [06/07/2007 |[5 (% Reiresh |

Employees For General Snozzie, Totals From 06/04/2007 - 06/10/2007

Reported Hours to be Scheduled

Name Hours Approved  Hours ExcepﬁonM
Bambi Deer 0.00 0.00 0.00
Cynthia Philipps 0.00 0.00 0.00
Deboral Scott 0.00 0.00 0.00
Duane Cluff 0.00 0.00 0.00
Eric McCune 0.00 0.00 0.00
Fiona Oare 0.00 0.00 0.00
Ging Deane 0.00 000 0.00
Gus Goose 8.00 8.00 0.00
James Michols 0.00 0.00 0.00
Josephine Nami

Karen lurohy Click the Nemo Littlefish link
Kim Footohirad

Michael Turngrer oo wou wou
[Lema ah 0.00 0.00 0.00
Puss Boots 0.00 0.00 0.00
Richard Daw 0.00 0.00 0.00

<l

GetEmployees

== Previous

Week

Mext Week ==

0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00

Approvedi/Submitted Denied

Hours

Employee ID Department

Add to Favorites Sign out

Mew Window | Help | Custc

| 122 of 22

- North

Workagroup % American

e Paygroup
SBEN 107112 SAL
SBEN 106385 SAL
SBEN 105642 SAL
SBEN 103594 SAL
SBEN 110830 SAL
HBEM 111346 HRY
SBEN 109281 SAL
SBEN 104001 SAL
SBEN 102300 SAL
SBEN 107769 SAL
SBEN 101754 SAL
SBEN 111880 SAL
SBEN 102778 SAL
HBEM 103864 HRY
SBEN 111670 SAL
SBEN 102617 SAL

>

£

Step 4 — Click the Employee’s Name link

The search request refreshes the Timesheet Summary page with a list of employees that fulfill
the search criteria used. In this case, the search action returns a list of all employees in the
DTAs department.
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Figure 21

Pe OpleSOft’ Home Add to Favorites Sian
_Home _Add to Favorites _Sian out
Search: Mew Window | Help | Gustomize Page | &,
»
> My Favorites Timesheet
I ASU Customizations
> Self Service
=~ Manager Self Senice Nemo Littlefish EmpliD 1001465285
= Time Management Job Title:  Tech Suppart Analyst Assoc
b Approve Time and ERRIRCANNE: @
Exceptions 3 3
= Report Time ocllckfurlnstruclmns
View By: | Week | pate:  |06/04/2007 5] (% Retvesh ) == Previous Week Hext Week ==
b View Time -
— Manager Search Options Day == Previous Employee Next Employee ==
[ Recruiting Reported Hours Scheduled Hours:  0.00 Haours Show all Punch Tvpes
[> Time and Labor W
[ Set Up SACR
=
r mx gyi;tii:q:rome {M\_ CI|(t:I$ Egetgeth\"\;e\::v::\ 2]
Select Day Da I.'Iea] Out Meal In Out Punch Total Time Reporting Code Quantity Date
O Qun s ww [ [ [ ][ | | vl | =
0 One o5 nw [ [ || | | | =
O Qwes o8 ww [ [ [ [ ] | Sl | = @
O © o7 New | I I I | \ 5| | =
O ©F 68 Hew | I I I | \ ~|| | = =
O sat &0 New | I I I | \ o | LENC
2 sun B10 Mew [ I Il I[ | \ ~|| | 810 EH &=
Select All Deselect Al Approve Selected I Deny Selected |
Submit | Clear I Apply Rules I
OReuuneﬂ Hours Summary - click to view
@ Balances - click to view
GoTo:  Manager Self Senvice
Time Management
Return to Select Emplovee

Step 5 — Click the Arrow on the View By drop-down menu to change your view of the time period.

You may also click on the Previous or Next week view, or you may click on the calendar icon to view
dates as much as three months into the future.
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Figure 22

PeopleSoft.

| Search:
¢
1> My Favorites
[ ASU Customizations
I Self Service
~ Manager Self Senice
= Time Management
[> Approve Time and
| Exceptions
= Report Time
[ View Time
— Manager Search Options
> Recruiting
[ Time and Labor
iD SetUp SACR
— Careers
|— My System Profile
\— My Dictionary

Job Title:

Tech Support Analyst Assoc

0 Click for Instructions

View By: ‘ Week

Reported Hours:

¥ | Date:

06/0412007 ] (2 Refresh |

EmplRed Nbr: - 0

== Previous Week

Next Week ==

37.03 Hours

Scheduled Hours:

0.00 Hours

== Previous Employee

Next Employee ==

Show all Punch Types

|

Steps 6, 7%

O & Mon 64 New [ i | | |
O ¢ Tue 65 New [ I | | |
O ¢ wed 66 New | /[ | | |
O &t 67 New | I i I[ |
O ©Ff 68 New | | | | |
O sat e New [ I[ i I |
> sun 810 New [ Il i Il |
SelectAll  DeselectAll Approve Selected | Deny Selocted |
Submit ] Clear I Apply Rules ]
OReDor‘teﬂ Hours Summary - click to view
€9 Balsnces - click o hide
End balance as
of 06/04/2007
14.443
Compensatory Time
Vacation 31.002
GoTo: Manager Self Service

Time Management
Return o Select Emplovee

_ ome Add to Favorites Bwn out |
] -~

= @™
E @
E @
= =
$s8,9
=
= @™

4]

Step 6 — Select the Balances - click to view link

We need to verify that Nemo has accrued enough vacation hours for this request so we will view his

Balances.

Nemo's balances are enough because he has earned 31.902 vacation hours.

Figure 23

Step 7 — Select the Balances - click to hide link

Time Reporting Code

Quantity

Date

W

1 00 O] @ @
HEBMNBGMEGA

- Clickthe Arrow for the
Time Reporting Code

drop-down menu.

Step 8 — Click the Arrow for the Time
Reporting Code drop-down menu.

Figure 24

v

|6

BEF -
CAB -
CEP-
CLT-

Bereavement Leave Ho
Call Back

Comp Time Earned 1.5
Compassionate Leave
CTH - Comp Time Taken Hou
5 HOP - Holiday Pay Hourly
HHOU - Unpaid Holiday
HRY - Hourly

JRP - Jury Duty Pay Hourly

—

610

MIP - Military Leave Pay Hourly!

OT2 - Overtig

PTP - Paren

SNP - Unpa
STE-Stand oy

UPH - Unpaid Hours

SCP - Sick L Select the VAH - Vacation Hourly item

VAH - Vacagk Eourly

WMP - Unpaid Vacation

VPO - Vacation Payout

M 0o o
F [ F [

Step 9 — Select the VAH - Vacation Hourly item
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Figure 25

PeopleSoft. |

Search: New Window | Help | Customize Page | 5,

> My Favorites Timesheet
I ASU Customizations
> Self Service
=~ Manager Self Senice Nemo Littlefish EmpliD 1001465285
= Time Management Job Title:  Tech Suppart Analyst Assoc EmplRcd Mbr: - 0
[ Approve Time and
Exceptions
< Rep‘onTime oclickfurlnstrudinns

View By: | Week v| Date: |06/04/2007 | (@ Retiesh | == Previous Week Hext Week ==
U View Time
— Manager Search Options

I> Recruiting Reported Hours: 37.03 Hours Scheduled Hours:  0.00Hours  Show all Punch Tvpes
[> Time and Labor

| SetUp SACR

|- Careers From 06/04/2007 to 06/10/2007
|- M Sustem Profle e =

|— My Dictionary

== Previous Employee Next Employee ==

Select Day ate Status In Meal Out Meal In Out Punch Total Time Reporting Code Quantity Date
O Qun o6 wew [ | [ || | vl | =
0D Oms o5 nw [ ] [ [ | | =l | =
O Qwes o8 ww [ [ [ [ ] | Sl | = =
O & T ex New [ I[ Il I[ | [VNP - Unpaid Vacation  ~|| =)
O OFH 6/a MNew | H || H | v[ 1 [=1 ’T_‘
O w oww [ [ [ ]  ®[ 3
Can oo wew [ | I | % Clckinothe Quantity
field to enter § hours of
Selectall  Deselect Al Approve Selectsd | Deny Selected | time off to request

Submit | Clear I Apply Rules I

0 Reported Hours Summary - click to view

@ Balances - click to view
GoTo:  Manager Self Senvice

Time Management
Return to Select Emplovee

Step 10 — Click into the Quantity field and enter the number of hours of time off to request.
Repeat steps 8, 9, and 10 for any other requested vacation days, in this example we also enter
vacation hours for Friday.
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Figure 26
PeopleSoft.

Home _Add to Favoriles _Sign out
' search: o New Window | Help | Customize Page | J&
=———— B
(> My Favorites Timesheet
| [> ASU Customizations
| > Self Senvice Vs
< Manager Seff Senica Nemo Littlefish EmplD 1001455285
= Time Management JobTitle:  Tech Support Analyst Assoc EmplRcd Nbr: 0
[» Approve Time and
| Exceptions
| % Régoit Time € Click for Instructions
| —Timeshest | View By: | Week v Date: [D6/0472007 | (% Refresh | <= Previous Week Nieit Waek 5>
I View Time
— Manager Search Options <= Previous Emplovee Next Emplovee ==
|
| Recruiting Reported Hours:  0.00 Hours Scheduled Hours:  0.00 Hours  Show all Punch Tvpes
> Time and Labor
[ SetlUp SACR
— Careers From 06/04/2007 o 06/10/2007
— My Svstem Profile e D
|— My Dictionary it

Date Status Meal Qut Meal In Out Punch Total Time Reporting Code Quantity Date

0 wWon B New \ I I I \ | v joe B
O Tue 65 New \ I Il Il | I =l | 615 E
Owea oo wew [ [ [ ] | | w B ®
O Thu &7 New \ 1] I Il | [VvAH -vacation Hourly ] | 8| &7 =
02 Fi s New \ Il I| Il | [vaH -vacation Hourly — +|| 8|63 E
Osa w ww [ I [ [ ] | 3| o B
¢ sun 6HO New \ 1| Il Il | [ v |80 =

| SidoBnit ] Clear | ApplyRules | Apply Schedule |

OReuuﬂed Hours Summary - click tc
@ Balances - click to view Click the Submit button
GoTo:  Manager Self Senvice
Time Management
Return to Select Emplovee

Step 11 — Click the Submit button to enter the time entry into the system.

Figure 27
PeopleSoft.

Home Add to Favorites Sign out
 search: - New Window | Help | Customize Paa Saved

> My Favarites imesnheet
> ASU Customizations Submit Confirmation
|| Self Semvice
'~ Manager Self Service
= Time Management “
[> Approve Time and The Submit was successful

Excepti
i - Ret;eopn -C['Fr:e Reported Time for the Week of 2007-06-04 to 2007-06-10 is submitted

[ -Timeshest |
I View Time =
— Manager Search Options =
[ Recruiting
| Time and Labor Click the OK button
[ SetlUp SACR
— Careers
— My System Profile
|— My Dictionary

Step 12 — Click the OK button

If there are no validation problems with the entry (i.e. the employee not enrolled in a leave
plan) the submit action will be saved and the submit confirmation screen shown.

The DTA clicks on OK to return to the employee timesheet. The time off request has now been
placed in Time and Labor but it is not ready for processing.

27 of 95 OASIS Training



HCM — Departmental Time Administration

Figure 28

PeopleSoft.

> My Favorites
[ ASU Customizations
> Self Service
~ Manager Self Service
= Time Management
[> Approve Time and
Exceptions
= Report Time
[ - Timeshest |
[: View Time
— Manager Search Options
[» Recruiting
[> Time and Labor
[> SetUp SACR
— Careers
— My System Profile
— My Dictionary

Home Add to Favorites Sign out

Mew Window | Help | Customize Page | ,'E, A

Timesheet
Nefmio Lificfish EmpiD 1001485285
Job Title:  Tech Support Analyst Assoc EmplRcd Wb 0
OCIiEkT’ur Instructions
View By: | Week ~| Date: [06/04:2007 |E) 2 Refresh ) <= Previous Week Next Week =>

s s Notice that the status of hours just submitted now

states "Needs Approval'.

From 06/04/2007 to 06/10/2

Timesheet ' [F50

v

Day Status Meal Out_Mealln __ Out Punch Total Time Reporting Code Quantity Date
(5 Mon 6l New \ || Il Il | [ v | 6is E
 Tue 65 New \ Il Il Il | [ vl | | 615 =
(> Wed 60 New \ || Il Il | [ vl | s =
O & e &7 :';;ﬁ)ial \ Il Il Il | [vaH-vacation Hourty 1+ | 8.00| 67 =
O ©F 6m S| | Il I| I | [vaH-vacation Houry v | 8.00] 68 E
oJ osat 6 New \ Il Il Il | [ ~ | | ara =
¢ sun MO New \ Il Il Il | [ v | 810 =
Selectdll  DeselectAl Approve Selected | Deny Selected |
Submit | Clear | ApplyRules |

0 Reported Hours Summary - click to view

€ Balances - click to view
GoTo:  Manager Self Senvice

Time Management
Return to Select Employee

Step 13 — Click the check box OR click Select All in preparation to approve the hours.

Notice that the status of hours just submitted now states "Needs Approval". The DTA should select
the two entries showing the comment “Needs Approval” by placing a check in the box to the
left of each entry or clicking on the Select All link at the bottom of the Select column.
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Figure 29

Pe‘)ljleS()fts Home Add to Favorites Sign out
Search: New Window | Help | Customize Page | ,E, )
| >
(> My Favarites Timesheet
[ ASU Customizations
[ Self Service ; :
> Wanager Self Senvice Nemo Littlefish EmpliD 1001465285
= Time Management Job Title:  Tech Support Analyst Assoc EmplRcd MNbr: D
[ Approve Time and
Exceptions
= Report Time ocllckfnr Instructions
Il View By: |Week | Date: |06/04/2007 !BI 2 Refresh | == Previous Week MNext Week ==
[> View Time
— Manager Search Options == Previous Emplovee Next Employee ==
| Recruiting Reported Hours:  16.00Hours  Scheduled Hours:  0.00 Hours  Show all Punch Types
[> Time and Labor
[> SetUp SACR
— Careers From 06/04/2007 to 06/10/2007
— My System Profile Tmeshocts B
— My Dictionary
Select Day Date Status In Meal Out Meal In Out Punch Total Time Reporiing Code Quantity Date
€O Mon 64 New [ || Il Il | [ > | ia E
O Tue 65 Mew \ Il Il Il | [ v | wis )
¢ Wed 60 New \ || Il Il | [ vl | 616 =l
O T e :ﬁ;&im \ Il Il i | [VAH-Vacation Hourly v | 8.00] 67 =
- MNeeds :
O Fri 6@ ool | i Il Il | [vAH-vacation Hourly ] | 8.00| 67 =
O sat  6m New \ Il Il Il | [ > | ia =
2 sun 60 New \ Il Il Il | [ v | 810 )
SelectAll  Deselectall | ApprajiekBaiected DenySelected |
Submit ! s ! “nply Rules
€ Reported Hours Summan - click to view ClICK the Approve Selected button
0 Balances - click to view
GoTo:  Manager Self Service
Time Management
Return to Select Employee
v
e ———

Step 14 - Click the Approve Selected button

To ensure that these entries are not missed if no other entries are made for the employee in
this week, the DTA now clicks on the Approve Selected button. By approving the entries now,
the DTA ensures that these entries will be included when Time Administration process is run
and sent to payroll for inclusion on the paysheets for the time period.
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Figure 30
PeopleSoft, T

e

[

Search:
)
[> My Favorites
[ ASU Customizations
I Self Senvice Are you sure you want to approve the time selected? (13504,2500)
FlEsiaE e Once the page is saved, the time cannot be "Unapproved”
== Time Management
. Press OK to Approve or press Cancel to not save the approval.
[: Approve Time and ]
Exceptions Cancel
= Report Time
[> View Time
— Manager Search Options
[> Recruiting
[> Time and Labor
[» Set Up SACR
— Careers
— My System Profile
— My Dictionary

a2

Click the OK button

Step 15 — Click the OK button

When the Approve action is started, the warning screen is displayed.

Figure 31
PeopleSoft.

e

Search:

l [C
[> My Favorites

[> ASU Customizations

a

[> Self Service
— Manager Self Semvice
= Time Wanagement
[> Approve Time and
Exceplions V

Approve Confirmation

The Approve was successful.
= Report Time

[> View Time I
| OK
— Manager Search Options -

|[> Recruiting i
[> Time and Labor

[ SetUp SACR

— Careers

— My System Profile
— My Dictionary

Click the OK button

Step 16 — Click the OK button

The Approval Confirmation screen displays. The DTA clicks on OK to acknowledge the
confirmation. This returns the system to the employee’s timesheet page with the entries for the
time off marked as approved. This concludes the steps required to enter a non-exempt
employee’s time off request into PeopleSoft. The DTA may now select any other menu item to

perform other tasks or click on the small SItIiROIN tab at the top of the screen to leave the
system.
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Figure 32

Tirme OFf Reguest : Non-Exempt Erpl oyees

B e

FURATHIRT

ETA

PR pLe S ATt

Step 5: TO Request Form Returned to File

The DTA returns the Time Off request form to the approving supervisor for file and retention.
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Notes:
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Time Corrections & Additions
Figure 33

Occasionally, DTAs may need to correct punch errors, change Time Reporting Codes (TRCs)
or make other corrections and adjustments to Reported Time. The corrections and additions
discussed here are made to the employees Reported Time before the Time Administration
process is run. Errors and exceptions created by the Time Administration process will be
corrected in another manner to be discussed later.
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Figure 34
PeopleSoft.

Home Add to Favorites Sian out

[scarcte .
]7 b 4) Manager Self Service

| - My Favorites

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

I Self Service ?% Approve Time and Exceptions bffj Report Time b’;fj View Time

~ Manager Self Senice 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. accumulators and more.

> Recruiting - & Exceptions =l Monthly Time Calendar

1> Time and Labor I Weekly Time Calendar

[> Set Up SACR - 5 = Daily Time Calendar

I Select the Time Management link Select the Timesheet link = Payable Time Detai

i My System Profil s

|~ My Dictionary =T Access manager search options.

Step 1 — Select the Time Management link, then the Timesheet link within the Manager Self Service
area of PeopleSoft.

Select the Report Time link and then the Timesheet link, OR click directly on the Timesheet link which
eliminates the need to move through the intermediate menus.

Figure 35

PeopleSoft.
[Seuiti This page enables the DTA to utilize detailed search criteria to select a New Window | Helo | Customize Page |,
L _______[¢ specific employee or group of employees for further review.

> My Favorites
[> 48U Customizations
[> Self Senice
=~ Manager Self Senice Timesheet summary
= Time Management — = . :
[» Approve Time and CEC RN bl GetdiahBoyees
Exceptions Description Value

Report Ti sekznsis S
< Report Time Group 1D JO\

TR — EmplD ’7@- Click the Get Employees buttan
— Manager Search Options =
> Recruiting Department IQ

[> Time and Labor - =
> Set Up SACR Position Number e
| careers

| by System Profile
|- My Dictionary

Home Add to Favorites Sign out

ViewBy: | Week v Date: 06/08/2007 |5 (% Refresh | << Previous Week Next Week »>

Main Content

Employees For General Snozzie, Totals From 06/02/2007 - 06/08/2007

- . North
Reporied Hours tobe Scheduled ___ Approved/Submitted Denied Employee Position rinEee
Namo Hours Approved  Hours Excaption Hours Hours D Department Workarou Number American
Paygroup
Name 0.000000  0.000000 0.000000 0.000000 0.000000

GoTo Manager Self Service
Time Management

Approve Reported Time

Step 2 — Click the Get Employees button

Once Timesheet is selected, the Timesheet summary and employee selection options become
available:This page enables the DTA to utilize detailed search criteria to select a specific employee or
group of employees for further review. If reported time for only a single employee needs to be
reviewed, the employees last name, or EmplID can be entered in the search criteria box.

For the purposes of this exercise we will simply click on Get Employees.
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Figure 36

Peop]'eSOft’ Home Add to Favorites Sign out
| Search: ) Position Number L §
|
> My Favorites
|[> ASU Customizations
b Self Service View By: | Week ~| Date: ‘DEA’DEIEDD? i@ 2 Retresh | <= Previous Week Next Week >=
~ WManager Self Service
= Time Management
[ Approve Time and
Exceptions Employees For General Snozzie, Totals From 06/04/2007 - 06/10/2007 1-22 of 22
|~ Report Time " i Horth
Name Renortag Hours tobe SOhetisd ¢, gy ARSRYSG/SupmId Denisd Workaroup  BSSIEON e
[ View Time Payaroup
(BTt me saciailans)  gampiDeer 0.00 0.00 0.00 0.00 SBEN 107112 SAL
ig .ﬁ‘:';;“;‘%gl_aw Cynthia Philipps 0.00 0.00 000 0.00 SBEN 106385 SAL
b SetUp SACR Deboral Scott 0.00 0.00 0.00 0.00 SBEN 105642 SAL
— Careers Duane Cluff 0.00 0.00 0.00 0.00 SBEN 103594 SAL
|~y System Profile Eric McCune 0.00 0.00 0.00 0.00 SBEN 110830 SAL
Bl Fiona Oare 5250 0.00 0.00 52,50 HBEN 111346 HRY
Gina Deane 0.00 0.00 0.00 0.00 SBEN 100281 SAL
Gus Goose 2.00 .00 0.00 0.00 SBEN 104001 SAL
James Nichals 0.00 0.00 0.00 0.00 SBEN 102300 SAL
Josephine Namia 0.00 0.00 0.00 0.00 SBEN 107769 SAL
Karen Murphy 0.00 0.00 0.00 0.00 SBEN 101754 SAL
Kim Footohi-rad 0.00 0.00 0.00 0.00 SBEN 111680 SAL
Michael Turnaren 0.00 0.00 0.00 0.00 SBEN 102778 SAL
e kel Befish 38.86 30.86 0.00 .00 HBEN 103864 HRY
Puss “agts 0.00 0.00 0.00 0.00 SBEN 111670 SAL
Richa 0.00 0.00 SBEN 102617 SAL
Rodol Select the Nemo Littlefish link 0.00 0.00 SBEM 105095 SAL
Shrek 0.00 0.00 SBEN 105827 SAL
Tae Choi 0.00 0.00 0.00 0.00 SBEN 110445 SAL
William Gau 0.00 0.00 0.00 0.00 SBEN 101770 SAL
Wuiian Bichanich 0.00 0.00 0.00 0.00 0.00 1000512254 D0201 SBEN 101623 SAL
Zhenzhou Gu 0.00 0.00 0.00 000 0.00 1000438451, 00901 SBEN 102558 SAL
GoTo: Manager Self Service
Time Management
Approve Reported Time
& >

|2

|

Step 3 — Select the Employee Name link

Without narrowing our search prameters, we have generated a complete list of the names in one
department. A DTA'’s security role in PeopleSoft will ensure that only their department displays on this
screen.
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Figure 37
Pe Op]'e SO{t: Home Add to Favorites Sign out
Me =]
Seanch: New Window | Help | Customize Page | nm
I
> My Favorites Timesheet
I* ASU Customizations
> Self Senice
~ Manager Self Sevice Nemo Littlefish EmpliD 1001465285
= Time Management Job Title:  Tech Suppart Analyst Assoc Empl Rcd Mbr: - 0
[> Approve Time and
I Exceptions : .
= Report Time ocllckfurlnstruclmns
ViewBy: | Week v| pate: |06/11/2007 | (Renest ) == Previous Week hex Week >
b View Time -
— Manager Search Options == Previous Emplovee Next Employvee ==
> Recruiting Reported Hours: 0.00 Hours Scheduled Hours:  0.00 Hours  Show all Punch Tvpes
[ Time and Labor
b SetUp SACR
— Wy System Profile et [P
|- Wy Dictionary smestioot, | (2D
Day Date Status In Meal Out Meal In Out Punch Total Time Reporting Code Quantity Date
2 Mon B4 New [ o01a][ 1zo00p|[ 1235p|[ 42ep] |HRY - Haurly v | 6111 =
O Tue 612 New | 7:50a|[ 11543 1z3s0|| 437p] | HRY - Hourly v | 6112 =
(2 Wed 613 New | e0zal[ 1202p|| 12:34p)] 4370 [HRY - Hourly ~| | 6112 =
O Thu o en4 New | Il Il I[ | [vaH-vacation Hourly || | 6r1a =l
O Fi 68 New [ Il Il Il | |5CP - SickLeave Hourly v || | 6115 =
O sat 6N New | il Il I[ | \ < | 6118 =
2 sun en7 New [ Il Il I[ | \ v | 8117 5
Submit | Clear | sppiyRuies | ApplyScheauls |
e Reported Hours Summary - click to view
9 Balances - click to view
GoTo:  Manager Self Service
Time Management
Return to Select Emplovee

Step 4 — Enter the correct time by referencing the Time Adjustment form.

In Nemo's case there are two errors to correct.
1 - The Monday morning reported time should be 8:01 instead of 9:01.

2 - The Friday Time Reporting Code is incorrect. It needs to be VAH - Vacation Hourly.

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

NOTE: If a non-exempt employee reports in for more than six consecutive hours, (without punching out
for lunch or to leave for the day) the PeopleSoft system will automatically assign a 30 minute meal to
the timesheet.
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Figure 38
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{ Timesheet ¥
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> Mon  BM1 New [ o01a][ 1zo00p|[ 1235p|[ 42ep] |HRY - Haurly v | 111 =
O Tue  BM2 New | 7s59a|| 1154al| 123sp|[ 437 |HRY - Hourly | 6112 =l
O Wed 613 New | e0zal[ 1202p|| 12:34p)] 4370 [HRY - Hourly v]| | 6113 =
O Thu o en4 New [ I[ Il I[ | [vaH-vacation Hourly || | 6114 =l
O Fi ens New [ Il Il Il | |5CP - SickLeave Hourly v || | 6115 =
0O sat 616 New [ I[ Il I[ | \ v | 618 =l
3 sun 817 New [ Il Il I[ | \ || 817 )

Submit | Clear | ApplyRules | Apply Schedule |

o Reported Hours Summary - click t¢

0 Balances - click to view

Click the Submit button
GoTo:  Manager Self Senvice
Time Management

Return to Select Employee

Step 5 — Click the Submit button

When all needed changes have been made the DTA would click on the Submit button.
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Figure 39

Search:

[ My Favorites
[ ASU Customizations
I Self Service
~ Manager Self Service
<7 Time Management
> Approve Time and
Exceptions
<~ Report Time

[ View Time

> Recruiting

> Time and Labor
> SetUp SACR

— Careers

— My System Prafile
|— My Dictionary

PeopleSoft.

— Manager Search Oplions

Add to Favorites Sign out

New Window | Help | Customi
Submit Confirmation

“ The Submit was successful
Reported Time for the Week of 2007-06-04 to 2007-08-10 is submitted

Click the OK button

Step 6 — Click the OK button

When the system accepts the changes to the time record the screen is displayed confirming
that the changes to the employee’s reported time have been accepted.

Figure 57

PeopleSoft.

| Search:

»

[ My Favorites
\[» AU Customizations
| Self Service
~ Manager Self Senice
= Time Management
[> Approve Time and
Exceptions
| = Report Time
[ View Time
— Manager Search Options
| Recruiting
> Time and Labor
> SetUp SACR
— Careers
(— My System Profile
|— My Dictionary

Home _Add to Favortes _Sign out
New Window | Help | Customize Page | B, 4

Timesheet
Pemail irelish EmpliD 1001465285
Job Title:  Tech Support Analyst Assoc EmplRed Nbr: 0

@ clici for Instructions

View By: |WEEK v | Date: |06/04/2007 ‘@ & Retresh | << Previous Week Mext Week ==

== Previous Employee MNext Employee ==
Reported Hours: 20,26 Hours Scheduled Hours:  0.00 Hours Show all Punch Types

From 06/04/2007 to 06/10/2007
Timesheet

Select  Day Date  Status in Weal Out Mealln  Out Punch Total Time Reporting Code Quantity Date
(O Mon 6 ::;r‘lia‘ | s01am|[ 12:00PM] | 12:35P0] | 4:29PM] 7.88 | HRY - Hourly ~[ | 614 =l
= Ns:iia‘ | 7:50am| [ 11:54mm) [ 12:38PM| [ 4:37PM] 7.95 | HRY -Hourly ~[ |ers =
o Clickthe check box :;r‘lf’a‘ [ a03am| [ 1202Pu| [ 12:24Pn|[ 437PM) 8.03| HRY - Hourly | |l =
2 Thu 617 Approved ‘ || H || ‘ ‘VA\H -Wacation Hourly v|| 8 nn\ 67 =
O ©rm  ae | I Il I| | |VAH-vacation Hourly  ~|| 500/ B2 =
O sat 6w New \ Il I Il | \ ]| 613 =
2 sun 610 New \ Il I[ Il | \ ~| a0 El
SelectAll  Deselect All Approve Selected | Deny Selected |
Submit ] Clear | Apply Rules I

 Reported Hours Summary - click to view
0 Balances - click to view

GoTo.  Manaaer Self Service
Time Management
Return to Select Emplovee

Step 7 — Click each check box that needs approval, or click Select All

This time record is now ready to be reviewed for Approval as discussed in the Approving
Reported Time Business Process Guide.
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Figure 40

PeopleSoft.
[

Search:
I
1> My Favorites
[ ASU Customizations
[> Self Senvice
= Manager Self Senice
= Time Management
[ Approve Time and
Exceptions
< Report Time

[> View Time
— Manager Search Options
[ Recruiting
1> Time and Labor
[ SetUp SACR
— Careers

— My System Profile
— Wy Dictionary

Home _Add to Favorites _Sign out
New Window | Help | Customize Page |,‘,:Et‘,

Timesheet
Pemo;l aliclish EmpliD 1001465285
Job Title:  Tech Support Analyst Assoc Empl Red Mbr: 0

€ Click for Instructions

View By: ‘Week ~| Date: nemmﬂn?h}ﬂ £ Retresh | << Previous Week Mext Week ==

=< Previous Emplovee Next Emplovee ==
Reported Hours: 39.86 Hours Scheduled Hours:  0.00Hours  Show all Punch Types

Meal Out Mealln  Out
> mMon 64 ;f;r%im | s:01am|[ 12:00Pm| | 12:35PN| | 4:29PM] 7.88 | HRY - Hourly | | 614 B =
> Tue 65 :;;r[:nial | 7:50am][ 11:54am) [ 12:35PN0] | 4:37PM] 7.95 | HRY - Hourly | | 615 =i
> wed 605 :s;“jal [ 8:03am] [ 12:02Pw] [ 12:34PN] [ 4:37PM] 8.03 | HRY - Hourly v = =]
> Thu e Approved | Il Il I | [vAH -vacation Hourly ] | 8.00] 67 S
[ T s | Il Il 1| | [vAH -vacation Hourty | 8.00] 68 B =
O sat o New [ I[ Il Il | [ || 519 =)
> sun 81O New [ Il Il I | [ vl |60 =1
SelectAll  DeselectAll | AppraliekBeiected | Deny Selected |
Submi ! - ! “nply Rules I

9 Reported Hours Summary - dlick to view Click the Approve Selected button

@ Balances - click toview
GoTo:  Manager Self Senice
Time Management

Return to Select Emplovee

3

Figure 41

Step 8 — Click the Approve Selected button

Figure 42

Search:
L2

[z My Favorites
[» 48U Customizations
[ Self Service
= Manager Self Semice
= Time Management
[ Approve Time and
Exceptions
=~ Report Time

[ View Time
— Manager Search Oplions
[» Recruiting
I Time and Labor
[» BetUp BACR
— Careers

— My System Profile
— My Dictionary

PeopleSoft.

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

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

Click the OK button

Pe Op]_e Sof s —

Search:

I
> My Favorites

> ASU Customizations

> Self Senvice

Approve Confirmation

v

= Manager Self Service
= Time Management
1> Approve Time and
Exceptions
= Report Time

The Approve was successful.

[> View Time
— Manager Search Options
[ Recruiting
> Time and Labar
[> Set Up SACR
8 Careers
— My System Profile
(— My Dictionary

Click the OK button

Step 9 — Click the OK button to approve time.

Step 10 — Click the OK button for confirmation.
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Figure 43
Pe Op]‘e SOft: Hmne Add tp Favories -g out |
[Menu = "
e New Window | Help | Customize Paae | n5
I (C
I My Favorites Timesheet
I» ASU Customizations
> Self Service
~ Manager Self Sevice Nemo Littlefish EmpliD 1001465285
= Time Management Job Title:  Tech Suppart Analyst Assoc Empl Rcd Mbr: - 0
[> Approve Time and
I Exceptions : _
= Report Time ) click for Instructions
ViewBy: | Week v| Date: |06/04/2007 | (% Renest ) == Previous Week hex Week >
b View Time -
— Manager Search Options == Previous Employee Next Employvee ==
I Recruiting Reported Hours: 3990 Hours  Scheduled Hours:  0.00 Hours  Show all Punch Types
[ Time and Labor
> SetUp SACR
|~ Wy System Profile S
|- Wy Diclionary i =
Day Date Status In Meal Out Mealln Out Punch Total Time Reporting Code Quantity Date
) Mon 64 Approved [ s:01am] [ 12:00Pm|[ 12:35PM| [ 4:20PM] 7.88 | HRY - Hourly v | 614 =
O Tue 605 Approved | 7:ssam|| 11:55am| | 12:38PM] | 4:36PM] 7.98 | HRY - Hourly | | 65 =
O wed 6/ Approved | @:02aM| | 1202PM| [ 12:35FM| | 4:36PM] £.02 [HRY - Hourly [ | 6i6 =
02 Thu 6 Approved | | Il Il [vaH -vacation Hourly v | 8.00/ 67 =l
O Fi o6 Approved | I Il Il | [VAH - Vacation Hourly ] | 8.00/ 518 =
O sat 6w New \ i I Il | [ < | 619 =
O sun 6HO New \ Il Il Il | [ | |8110 =

Submit J Clear I Apply Rules I

e Reported Hours Summary - click to view

9 Balances - click to view
GoTo:  Manager Self Senvice
Time Management
Refurn to Select Emplovee

Step 11 — Correct the out punch for Wednesday by referencing the Time Adjustment form.
(See explanation below.)

Step 12 — Click the Minus sign to the right of Friday’s line to remove that data.

Note that the time entries for everyday are now marked as Approved. If the DTA learns of additional
time changes that need to be made before the Time Administration process is run, they would return to
the timesheet and make changes to the employee’s Reported Time.

For this example, assume that the OUT punch for Wednesday needs to be changed from 4:36 PM to
5:36 PM, and the time reported for Friday removed completely. The Wednesday time change would be
made directly in the OUT punch box. The change to the Approved hours for Friday would be made by
clicking on the minus sign box to the right of the Friday time entry line.
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Figure 44

New Window | Help | Customize Page |,%,

[ My Favorites .
[ ASU Customizations Imesheet

[> Self Senvice
~ Manager Self Senvice Delete Confirmation
= Time Management
[ Approve Time and
Exceptions.
= Report Time
[> View Time
— Manager Search Options
1> Recruiting
1> Time and Labor
[ SetUp SACR
— Careers

i~ My System Profile Click the Yes - Delete button
— My Dictionary

Are you sure you want to delete reported time? Row 5.

| vesicmiste | [ Mo-DoNotDelete |

Step 13 — Click the Yes - Delete button

When the minus sign is selected, the following screen displays, requiring that the line deletion
be confirmed.
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Figure 45
Pe Op]'e SOft: Hmne Add tp Favories -g out |
Menu =] :
e New Window | Help | Customize Paae | n5
I (C
I My Favorites Timesheet
I» ASU Customizations
> Self Service
~ Manager Self Sevice Nemo Littlefish EmpliD 1001465285
= Time Management Job Title:  Tech Suppart Analyst Assoc Empl Rcd Mbr: - 0
[> Approve Time and
| Exceptions : _
= Report Time ) click for Instructions
ViewBy: | Week v| Date: |06/04/2007 | (% Renest ) == Previous Week hex Week >
b View Time -
— Manager Search Options == Previous Emplovee Next Employvee ==
I Recruiting Reported Hours: 3200 Hours  Scheduled Hours:  0.00 Hours  Showall Punch Tvpes
[ Time and Labor
> SetUp SACR
|~ Wy System Profile TRnEETEeE . B
|- Wy Diclionary smestioot. | (2D
Day Date Status In Meal Out Mealln Out Punch Total Time Reporting Code Quantity Date
) Mon 64 Approved [ s:01am] [ 12:00Pm|[ 12:35PM| [ 4:20PM] 7.88 | HRY - Hourly v | 614 =
O Tue 605 Approved | 7:ssam|| 11:55am| | 12:38PM] | 4:36PM] 7.98 | HRY - Hourly | | 65 =
O wed 6/ Approved | @:02aM| | 12:02PM| [ 12:35FM| | 5:36PM] £.02 [HRY - Hourly [ | 6i6 =
02 Thu 6 Approved | | Il Il | [vaH -vacation Hourly — +|| 8.00/ 677 =l
O Fi 6 New \ Il I[ Il | [ vl | =
O sat 6w New \ i I Il | [ < | 619 =
O sun 6HO New \ Il Il Il | [ | |8110 =
FidbBoit Clear I Apply Rules I
ﬂRenoned Hours Summary - click
@ Balances - dickcto view Click the Submit button
GoTo:  Manager Self Service
Time Management
Return to Select Emplovee

Step 14 - Click the Submit button

It is also possible to add more or more additional lines for a day on the timesheet. For
instance, if an employee works half a day and then goes on sick leave for half a day, that day
would require two lines to accurately report the day’s activities. To add another line to a day,
click on the Plus sign at the right end of the row for the day and the system will insert another
row with the same date as the original line. Then the multiple time events can be entered for
that day

While it now appears that the changes have been completed, the DTA must remember to click
on the Submit button to enter the changed time into the system for processing.
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Figure 46

Home Add to Favories Sign out

PeopleSoft.

Search:

Mew Window | Help | Customize Page Saved
»

[> My Favorites 1esneet
[> ASU Customizations Submit Confirmation
[ Self Service
= Manager Self Senvice
= Time Management “
[ Approve Time and The Submit was successful.
Exceptions . §
=y Ra;‘:‘m‘lTlm‘e Reported Time for the Week of 2007-06-04 to 2007-06-10 is submitted
[ View Time Ry
— Manaaer Search Options
[ Recruiting
> Time and Labor Click the OK button
> Set Up SACR
i— Careers
- My System Profile
|— My Diclionary

Step 15 — Click the OK button

When the Submit button is clicked, the Submit confirmation screen is displayed once again
and requires the DTA to click on OK to acknowledge the confirmation.
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Figure 47

| search:
¢
1> My Favorites
[ ASU Customizations
> Self Service
~ Manager Self Sevice
= Time Management
[ Approve Time and
Exceptions
= Report Time
[ View Time
— Manager Search Options
> Recruiting
[ Time and Labor
fD SetUp SACR
— Careers
\— My System Profile
\— My Dictionary

Timesheet

MNemo Littlefish

Job Title:  Tech Support Analyst Assoc

0 Click for Instructions

View By: “Neek ~ | Date:

06/04/2007 |[5] (2 Refresh |

EmpliD
EmplRecd Nbr: 0

== Previous Week

eopleSoft. —|

New Window | Help | Custc

1001465285

Next Week ==

Reported Hours: 32.90 Hours Scheduled Hours:

0.00 Hours

== Previous Employee

Next Employee ==

Show all Punch Tvpes

From 06/04/2007 to 061 0/2007

Timesheet

Select Date Status

Meal Out Mealln  Out

Punch Total

Date

Day

[ s:01an] [ 12:00Pm] [ 12:35PM] [ 4:20PM]

| 7:58am][ 11:55am| | 12:34Pu| | 4:36PM]

| sozam) [ 12:03FM]| 1| |

|[ 12:35PM] [ 5:36PM]

DenySelected |

0 Mon B4 Approved
 Tue 65 Approved
O Wed 88 Approved
W S v PO |
O Thu 67 Approved | I
C Fi 6B New [ I
2 sat 6o New [ I
> sun  6MO New [ Il
Deselect Al Approve Selected |
Submit J

Clear I Apply Rules

Time Reporting Code

Quantity

7.88 [ HRY - Hourly v | 614 =l
7.98 | HRY - Hourly | | 615 =
401 HRY - Hourly v 618 = =
5.01 [HRY - Hourly vl G = &=
| vAH - vacation Hourly || 8.00] 6/7 =l
| | CE=R:
| gl W =
[ | a0 =

I

Selectthe Select All link
{or click inthe check hox ) toview
DalaliLes — ULk W wew

Manager Self Senvice

Time Management

Return to Select Emplovee

GoTo:

€

Step 16 — Select the Select All link (or click in the check box.)

The employee’s Timesheet page returns and shows that one of the changed entries requires

approval again.

Note: Wednedays line of data has been split into two lines. The morning segment is approved,
but since the afternoon segement has been changed it now needs to be approved. There will
be one line of data for Wednesday after approval.
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Figure 48

PeopleSoft

Search:

I My Favorites

[ ASU Customizations

> Self Service

~ Manager Self Sevice

= Time Management
[ Approve Time and

Exceptions
| = ReportTime ) click for Instructions
View By: | Week v| Date: |06/04/2007 || (% Refresh | == Previous Week Mext Week ==
[ View Time
— Manager Search Options == Previous Employee Next Employee ==
> Recruiting Reported Hours: 32.90 Hours Scheduled Hours:  0.00Hours  Show all Punch Tvpes
[ Time and Labor
| SetUp SACR
— Careers From 06/04/2007 to 06/10/2007
|~ My Svstem Profile TaaEreet )l [
\— My Dictionary

& Hume Add to Favorites Bwn out |

=

New Window | Help | Custt Processing *

»
Timesheet

MNemo Littlefish
Job Title:

EmpliD 1001465285

Tech Support Analyst Assac Empl Red Nbr: 0

Status Meal Out Meal In Out Punch Total Quantity Date

Time Reporting Code

2 Mon 64 Approved | a:01aM|[ 12:00Pm| [ 12:35Pm| [ 4:20PM| 7.88 | HRY - Hourly v|| | 614 B
> Tue 655 approved | 7:58A0| | 11:55am | 12:34Pm] | 4:36PM] 7.98 | HRY - Hourly vl |61 =
O Wed &5 Approved | g:02aM|[ 12:02PH]| 1| | 401 HRY - Hourly v 618 = =
] :;;ﬁal | I | 12:35Pm|[ 5:36PM] 5.01 [ HRY - Hourly V[ GG = =
O Thu B7 Approved | I i I | | VAH - vacation Hourly || 8.00| 67 =
Owm o owew [ [ | [ | | | e E
(O sat & New [ Il Il Il | [ v 619 =
€ s @m0 New | | | | | | v LS
SelectAll  DeselectAll |  Appreiedgelectsd Deny Selected |
Submi X — - “aply Rules

oReDor‘taﬂ Hours Summary - click to view Click the Approve Selected button

0 Balances - click to view
Manager Self Senvice
Time Management

Return to Select Emplovee

GoTo:

€

Step 17 — Click the Approve Selected button

To complete the time correction, the DTA will click on the Select check box for the Wednesday record,
or the Select All link to select the needed records for approval. This figure shows the Timesheet with
the records needing approval having been selected.

The DTA would click on Approve Selected and again, the Are you sure you want to approve the

time selected? warning screen would appears and the OK button is clicked to continue the approval
process. This brings up the Approval Confirmation screen and again, the OK button is selected to

acknowledge the confirmation.
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Figure 49
PeopleSoft.

Add to Favorites

e | nizy

Search:

N
" Selectthe Sign out link

> My Favorites Timesheet
I ASU Customizations
> Self Service
=~ Manager Self Senice Nemo Littlefish EmpliD 1001465285
= Time Management Job Title:  Tech Suppart Analyst Assoc EmplRcd Mbr: - 0
[ Approve Time and
Exceptions
< Rep‘onTime oclickfurlnstrudinns

View By: | Week v| Date: |06/04/2007 | (@ Retiesh | == Previous Week Hext Week ==
U View Time
— Manager Search Options

I> Recruiting Reported Hours: 32.90 Hours Scheduled Hours:  0.00Hours  Show all Punch Tvpes
[> Time and Labor

> SetUp SACR
|- Careers From 06/04/2007 to 06/10/2007
|- M Sustem Profle e =

|— My Dictionary

== Previous Employee Next Employee ==

Meal Out Meal In Out Punch Total Time Reporting Code Quantity Date
(O Mon 64 Approved | @:01an| | 1z:00PM| [ 12:35Pm| [ 4:20Pm] 7.88 [ HRY - Hourly v | bi4 =
O Tue 6 Approved | 7:58AM|| 11:55AM) [ 12:34PM| | 4:36PM) 7.98 | HRY - Hourly | | 65 =l
(O Wed 68 Approved | @:02aM| | 12:02PM| [ 12:35FM| | 5:36PM] 9.03 | HRY - Hourly | |68 =
02 Thu 6 Approved | | I[ Il | [vaH -vacation Hourly — +|| 8.00/ 67 =l
O Fi8B New \ | I I \ | | L
02 sat  6m New \ i Il Il | [ | |6/ =
Oan w0 wew [ I | | o B

Submit I Clear I Apply Rules I

o Reported Hours Summary - click to view

0 Balances - click to view
GoTo:  Manager Self Senvice
Time Management
Refurn to Select Emplovee

Step 18 — Select the Sign out link

This returns the DTA to the employee’s Timesheet page and again all time lines show a status of
approved. The DTA can click on Return to Select other Employees or Sign out of the system.
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Figure 50

PeopleSoft.

User ID: HRTRAINS Select a Language:

Dansk Deutsch

Francais  Francais du Canada
ltaliang Magyar
To settrace flags, click here Mederlands Norsk
Polski Portugués
The PeopleSoft 8 Sign-in page appears SICHR e

Coiting BFEE
EHR0 EyCoimi
i) i-ijc b
FE@ay

Copyright © 2005 PeopleSoft, Inc.
Al rights reserved. Copyrights 0
this software may be owned by others
Soft Proprictary and G i
PespleSoft and the PespleSoft logo are
registered trademarks of PeopleSoft, Inc.

The PeopleSoft 8 Sign-in page appears

That brings us to the end of this simulation.
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Notes:
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Correcting Reported Time Exceptions

Figure 51

The purpose of this simulation is to illustrate the procedural steps used by a Departmental Time
Administrator (DTA) to correct exceptions to reported time generated by the Time Administration
process.

Exceptions to Reported Time may be system generated through validation of reported time values
against the Time and Labor setup tables, or as a result of violation of Time Administration rules.
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Figure 52

PeopleSoft. —|

Search: Allowing an exception will enable the time to be processed and create payable time without having to e
I (©) resolve the exception. Once an exception has been allowed, itwill no longer appear on this page

ETTE— Time that has an exception with a Low or Medium severity level will still create payabls time.

[ My Favorites Exceptions with a source of Time Administration can only be resolved by running the Time

[ ASU Customizations Administration process. Time that has an exception with a High severity level will not create payable

I Self Senice time.

I~ Manager Self Service ¥ Filter Options

= Time Management
= Approve Time and

Excepti
Exceptions fane Ho
'| — Exceplions Qverview b Details
[» Report Time Allow ExcepfionlD Description Date Hame Severity
b View Time
- Mansader Sesich ontons O  Tooossy  puaniyerceedsTRG  ggpsizaor Connie Noem Low
[> Recruiting
> Benefits TLxoooqp  InvalidLeave Time 051712007 Phoebe Buffet High
> Time and Labor Taken
— Careers i i
R vt a0l Tomoprp  IMeldLeave Time 05/18/2007 Phosbe Buffet High
Chanae My Password
— Ly System Prafile Invalid Leave Time
- Wy Dictionary Txoooto  TeEN 031312007 Rachel Green High
TLX00010 inuaiid [ e=ve fmie 03116/2007 Rachel Green High
Taken
Tixoooqp  Imvalid Leave Time 03/02/2007 Rachel Green High
Taken
Tixoppfo ~ 'nvalid Leave Time 0310512007 Rachel Green High
Taken
Tixgogqg  [mvalid Leave Time 0312/2007 Rachel Green High
Taken
TLX10001  Late IN Punch 0511812007 Rosenda Badilla Low
TLX10001 Late IN Punch 05/24/2007 Ross Geller Low
TLX10001  Late IN Punch 051512007 Ross Geller Low
TLX10001 Late IN Punch 05/19/2007 Theresa Shin Low
Tixosap ~ Morethan2dhours  4549/0007 Theresa Shin High
reported
Click this button to resolve non-setup related exceptions once reported time has been al UnE it
corrected using the Timesheet page. This button will only resolve exceptions with a b SRR

source of Time Validation-Elapsed or Punch

| B3

Exceptions are created when the rules are applied to an employee’s approved time on an individual
time sheet or when the Time Administration process is run for a group of non-exempt employees in the
department. The DTA should view the Exceptions table to determine if any of the department
employees have exceptions that will prevent them from being paid in full and correct the error
conditions.
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Figure 53
PeopleSoft.

Home Add to Favorites Sian out

[scarch: '
I C 4} Manager Self Service

- My Favorites

[ ASU Customizations Navigate to self service information and activities for people reporting to you
I p— = 2]
| > Self Service .f’? Approve Time and Exceptions b.f’f Report Time # | View Time
~ Manager Self Senice h,.- Approve reported or payable time, overtime and absence ~~ Report time or request absences. l",- View calendars, balances, forecasted and payable time,
[> Time Management requests, and manage exceptions. = Timesheet accumulators and more.
:|> Rec iing ) = Exceptions =l Monthiy Time Calendar
- Time eekly Time Calendar
| Set Select the Time %
IE i 5 = Payable Time Detai
% Management link Select the Exceptions link
I~ My =
i F=—y=ianagt
|~ My Dictiona = ACCESS MANdUe! Sed1 Ll Upuis,

Step 1 — Select the Time Management link, then the Exceptions link within the Manager Self Service
area of PeopleSoft.

The DTA is seeking the Exceptions menu to determine if Exceptions to the Reported Time for his
departmental employees have been generated. To reach the desired screen, the DTA may click
successively on the Approve Time and Exceptions and Exceptions titles. Or the same end may be
achieved by clicking on the Exceptions file icons in the main section of the screen.

A quicker alternative would be to click directly on the Exceptions listing under the Approve Time and
Exceptions file on the Time Management screen which eliminates the need to move through the
intermediate menus.
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Figure 54

PeopleSoft.
Merw B

Search:

| ®

1> My Favorites
1> ASU Customizations
[> Self Service
| Manager Self Senvice
= Time Management
= Approve Time and
Exceptions
[ Report Time
[ View Time
— Manager Search Options
[ Recruiting
[> Benefits
1> Time and Labor
— Careers
— Change My Password
— Wy System Profile

— My Dictionary

Manage Exceptions

PEAZLLL GetGinmorees |

Description Value

Group ID |7|Q

EmpliD '7|Q Click the Get Employees button
Department |7iq

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, itwill 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
Exceptions

Overview Y  Detaile

Allow Exception ID Description Date

Find First 4 4 o1 [¥] Last

Name Severity
(| 06/09/2007
Click this h‘uﬂun 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

Clean Up Exceptions

Manager Self Service

Time Management

Add to Favorites

Sign out

Mew Window | Help | Customize Page | h’l% x|

Step 2 — Click the Get Employees button

This page enables the DTA to utilize detailed search criteria to select a specific employee or group of
employees for further review. This figure shows the Manage Exceptions. A single employee can be
brought up by searching on a specific EmplID or the DTA can slick on Get Employees to view all

exceptions.

After entering the search criteria, the DTA clicks on the Get Employees button and the search screen
returns the employee or employees that meet the listed search criteria.
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Figure 55

Pe Op]‘e SOft’: Hume Adﬂln Favorites Si:n out I
Search: Allowing an exception will enable the time to be processed and create payable time without having to e
I (©) resolve the exception. Once an exception has been allowed, itwill no longer appear on this page
ETTE— Time that has an exception with a Low or Medium severity level will still create payabls time.
[ My Favorites Exceptions with a source of Time Administration can only be resolved by running the Time
[ ASU Customizations Administration process. Time that has an exception with a High severity level will not create payable
[> Self Service time.
I~ Manager Self Service } Filter Options
= Time Management
= Approve Time and Exceptions
Exceptions
'| — Exceplions Overview | Details
[» Report Time Allow ExcepfionlD Description Date Hame Severity
[ View Time
~Wanagerseacnoptions| ] TLXO04s0  CuaTyerceedSTRG ggnspngz  connieNoem Low
I Recruiting
I Benefits TLxopog  nvalid Leave Time 0511712007 Phoebe Buffet High
1> Time and Labor Taken
— Careers Invalid Leave Time
— Chanae My Password TLX00010 Taken 05/18/2007 Phoebe Buffet High
e Invalid Leave Time
— Wy Dictionary TLX00010 Taken 03/13/2007 Rachel Green High
TLX00010 inuaiid [ e=ve fmie 03116/2007 Rachel Green High
Taken
Tikooase  malidkeaveime 0310812007 Rachel Green High
Taken
Tixoppfo ~ 'nvalid Leave Time 0310512007 Rachel Green High
Taken
Tumoorp  malidLeave Time 0311212007 Rachel Grean High
Taken
TLX10001 Late [N Punch 05/18/2007 Rosenda Badilla Low
TLX10001 Late IN Punch 05/24/2007 Ross Geller Low
TLX10001 Late IN Punch 05/15/2007 Ross Geller Low
TLX10001 Late [N Punch 0518/2007 Theresa Shin Low
Tioisap  Morethan24hours ge95007  Theresashin High
reported
Click this button to resolve non-setup related exceptions once reported time has been al UnE it
corrected using the Timesheet page. This button will only resolve exceptions with a b SRR
source of Time Validation-Elapsed or Punch v
—

At ASU each department will have a defined dynamic group that will select the non-exempt employees
working in that department and bring their Exception records together all at once to simply the review
and correction processes.

At ASU each department will have a defined dynamic group that will select the non-exempt employees
working in that department and bring their Exception records together all at once to simply the review
and correction processes.
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Figure 56

PeopleSoft. |

Searcrr 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, itwill no longer appear on this page
Time that has an exception with a Low or Medium severity level will still create payabls time.

[ My Favorites Exceptions with a source of Time Administration can only be resolved by running the Time
[ ASU Customizations Administration process. Time that has an exception with a High severity level will not create payable
[> Self Service time.

I~ Manager Self Service ¥ Filter Options

= Time Management

= EZS;?;?U;?E 2nd Exceptions ind  First 1 1420143 (%] Last
Il — Exceplions D"’eme"[ b _Dia\ls_ _3
[» Report Time Allow ExcepfionlD Description Date Hame Severity
b View Time
- Mansader Sesich ontons O  Towossy — ouanfyeceedsTRG - gg05007 Connie Noem Low
I> Recruiting
> Benefits TLxoooqp  InvalidLeave Time 051712007 Phoebe Buffet High
> Time and Labor Taken
— Careers Invalid Leave Time
e Tumooto e 051812007 Phoebe Buffet High
— Ly System Prafile Invalid Leave Time
|y Dictionary Towoota e 031312007 Rachel Green High
TLX00010 inuaiid [ e=ve fmie 03/16/2007 Rachel Green High
Taken
Tixoooqp  Imvalid Leave Time 03/02/2007 Rachel Green High
Taken
Tixoppfo ~ 'nvalid Leave Time 0310512007 Rachel Green High
Taken
Tixgogqg  [mvalid Leave Time 0312/2007 Rachel Green High
Taken
TLX10001  LateIN Punch 05M8/2007 Rosenda Badilla Low
TLX10001 Late IN Punch 05/24/2007 Ross Geller Low
TLX10001  LateIN Punch 051512007 Ross Geller Low
TLX10001 Late IN Punch 05/19/2007 Theresa Shin Low
Tixgsap ~ Morethan2dhours 4540007 Theresa Shin High

reported

Click this button to resolve non-setup related exceptions once reported time has been al UnE i
corrscted using the Timesheet page. This button will anly resolve exceptions with a SR PEEEIOE

source of Time Validation-Elapsed or Punch

| &3

Step 3 — Click on the Details tab.

Exceptions with a severity of High will not generate Payable Time until they are corrected or cleared.
Exceptions with a severity of Low or Medium are still reported for correction but they will generate
Payable Time.

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” or “Medium” severity exceptions will create payable time but should be resolved to make sure
the time record is clean.

Clicking on the Details tab takes the manager to the second screen, shown in the next figure, that
provides more detailed information regarding each exception.
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Figure 57

PeopleSOft’ Home Add to Favorites Sign out
= Administration process. Time that has an exception with a High severity level will not create payable
ik time.
| (] ¥ Filter Options
I My Favorites
il
[> Self Service
I~ Manager Self Service w\
= Time Management
= Approve Time and All ExceptionlD  Description Date Hame Source Last Update Date Time Exception Data
Exceptions
Quantity exceeds TRC The guantity reported exceeds the 1
- TLX0D0450 06/05/2007 G N Ti Ad rati 06/06/2007 5:.04:18FM
0 Repor Time O limits sl i limits specified for the TRC: 15.66€
[ View Time
e ME:”E' er Search Options TLX00010 Invalid Leave Time Taken D0S5H7/2007 Phoebe Buffet Time Administration 0B/08/2007 8:58:30AM Invalid Leave TRC/Leave Time Tak
ecruiting
[> Benefits
[> Time and Labor TLX00010 Invalid Leave Time Taken 05/18/2007 Phoebe Buffet Time Administration 06/08/2007 8:58:30AM Invalid Leave TRC/Leave Time Tak
— Careers
— Change My Password
| iy System Profile TLX00010 Invalid Leave Time Taken 03i13/2007 Rachel Green Time Administration 0B6/08/2007 8:58:30AM Invalid Leave TRC/Leave Time Tak
— Wy Dictionary
TLX00010 Invalid Leave Time Taken 03/16/2007 Rachel Green Time Administration 06/08/2007 8:58:30AM Invalid Leave TRC/Leave Time Tak
TLX00010 Invalid Leave Time Taken 03i/09/2007 Rachel Green Time Administration 06/08/2007 8:58:30AM Invalid Leave TRC/Leave Time Tak
TLX00010 Invalid Leave Time Taken 03/05/2007 Rachel Green Time Administration 06/08/2007 8:58:30AM Invalid Leave TRC/Leave Time Tak
TLX00010 Invalid Leave Time Taken 03i12/2007 Rachel Green Time Administration 06/08/2007 8:58:30AM Invalid Leave TRC/Leave Time Tak
TLX10001 Late IN Punch 05/18/2007 Rosenda Badilla Time Administration 05/31/2007 2:28:17PM Attendance Violations
TLX10001 Late IN Punch 05/24/2007 Ross Geller Time Administration 05/31/2007 2:27:23FPM Attendance Violations
TLX10001 Late IN Punch 05/15/2007 Ross Geller Time Administration 05/31/2007 2:27:23PM Attendance Violations
TLX10001 Late IN Punch 05(19/2007 Theresa Shin Time Administration 06/08/2007 8:58:30AM Attendance Violations
TLX01540 More fh 24 oty 051912007 Theresa Shin Time Administration 06/08/2007 §:58:30a |12 SUM of any TRCS of Hours Typ
reported hours in a day: 55
Click this button to resolve non-setup related exceptions once reported time has been al Up Ex .
corrected using the Timesheet page. This button will only resolve exceptions with a Sathe SE ik
source of Time Validation-Elapsed or Punch
1
< >

>

1%

Step 4 — To access the Exceptions Descriptions link, scroll all of the way to the right in this screen.

55 of 95 OASIS Training



HCM — Departmental Time Administration

Figure 58

PeopleSoft.
[eru @

Search:
(©)

I My Favorites
[ ASU Customizations
[> Self Service
> Manager Self Senice
= Time Management
= Approve Time and
Exceptions
[» Report Time
[ View Time
— Manager Search Options
1> Recruiting
[> Benefits
1> Time and Labor
— Careers
— Change My Password
— My System Profile

— My Dictionary

Home Add to Favorites Sign out

ata

reported exceeds the minimum or maximum
ied for the TRC: 15.66666.

2 TRCiL eave Time Taken

2 TRCiLeave Time Taken

2 TRCiL eave Time Taken

2 TRCiLeave Time Taken

2 TRCiL eave Time Taken

2 TRCiLeave Time Taken

2 TRCiL eave Time Taken

fiolations

fiolations

fiolations

fiolations

any TRCs of Hours Type cannot exceed 24
3y. 55

~

Exception Description Comment

Exception Description |

Exception D .
Select the Exception Description link

Exception Do

Exception Description

Exception Description

Exception Description

Exception Description

Exception Description

Exception Description

Exception Description

Exception Description

[
Exception Description |
Exception Description |

>

1%

Step 5 — Select the Exception Description link

Clicking on the Exception Description link displays a longer description of the exception which may
help the DTA determine how to resolve the issue.
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Figure 59

PeopleSoft.

Search:

| |@
1> My Favorites
1> ASU Customizations
[> Self Senvice
= Manager Self Senvice
= Time Management
< Approve Time and
Exceptions
[ Report Time
[ View Time
— Manager Search Options
1> Recruiting
[> Benefits
> Time and Labor
— Careers
— Change My Password
— Wy System Profile
— Wy Dictionary

The quantity reported is outside the limits specified by the Minimum and

Maximum guantity on the TRC table

Click the OK buttan

Add to Favorites

Sign out

Mew Window | Help | Customize Page | ,E],

Step 6 — Click the OK button

After reading the longer definition, the DTA clicks on the OK button to return to the Exception Detailed

Information page.

Figure 60

Search:

®

-I> My Favorites

Pe OpleSOft . _ Ad d to Favorites: Sl-n out I

} Filter Options

[» ASU Customizations [ Beren] Details
> Self Senvice
[~ Manager Self Senvice All Date Name Source Last Update Date Time Exception Data
VLE:DT;T%;T;;G Select the Overview link
Exceptions 0O ol edsTRC  persiooo7 Cannie Noem Time Administration DE/06/2007 5:04:18PM mﬁt:';i’:g.‘%r:dpfuo’:fﬁeﬁ;egdfs";:l
:
Eaz;"%:ﬂ‘:e TLX00010 Invalid Leave Time Taken 05/17/2007 Fhoebe Buffet Time Administration 06/08/2007 8:58:30AM Invalid Leave TRC/Leave Time Tak
— Manager Search Oplions
> Recruiting TLX00010 Invalid Leave Time Taken 05M8/2007 Phosbe Buffet Time Administration 06/08/2007 8:58:30AM Invalid Leave TRC/Leave Time Tak
I Benefits
[> Time and Labor
R TLX00010 Invalid Leave Time Taken 03/13/2007 Rachel Green Time Administration 06/08/2007 8:58:30AM Invalid Leave TRC/Leave Time Tak
— Change My Password
— by Sustem Profile TLX00010 Invalid Leave Time Taken 03M6/2007 Rachel Green Time Administration 06/08/2007 8:58:30AM  Invalid Leave TRC/Leave Time Tak
— My Dictionary
TLX00010 Invalid Leave Time Taken 03/09/2007 Rachel Green Time Administration 06/08/2007 8:58:30AM Invalid Leave TRC/Leave Time Tak
TLX00010 Invalid Leave Time Taken 03/05/2007 Rachel Green Time Administration 06/08/2007 8:58:30AM Invalid Leave TRC/Leave Time Tak
TLX00010 Invalid Leave Time Taken 03/12/2007 Rachel Green Time Administration 06/08/2007 8:58:30AM Invalid Leave TRC/Leave Time Tak
TLX10001 Late IN Punch 05/18/2007 Rosenda Badilla Time Administration 05/31/2007 2:28:117FM Attendance Violations
TLX10001 Late IN Punch 05/24/2007 Ross Geller Time Administration 05/31/2007 2:27:23FM Attendance Violations
TLX10001 Late IN Punch 05M5/2007 Ross Geller Time Administration 05/31/2007 2:27:23FM Attendance Violations
TLX10001 Late IN Punch 0518/2007 Theresa Shin Time Administration 06/08/2007 8:58:30AM Attendance Violations
TEXOTRAn. ol etioles 05M9/12007 Theresa Shin Time Administration 06/08/2007 §:58:30aM | 1'® Sum of any TRCs of Hours Ty
reported hours in a day: 55
Chck.m D.I:IHDH tu‘ resolve non-setup related excepiiuns once reported time: ﬁas been al Uo Ex . =
corrected using the Timesheet page. This button will only resolve exceptions with a w.'
source of Time: V_a\‘id_at!un-Elags_@g or Pp_r!!:h_
Alow Al |
i)
< »
- —
Step 7 — Select the Overview link to return to the Manage Exceptions search page.
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Figure 61

PeopleSoft.
Allowing an exception will enable the time to be processed and create payable time without having to |
[ = e ear on this page
Click the Manager Self Service link to return to the yable time.
o Eaom Timesheet area e Time
[» ASU Customizations i not create payable
time.
* Filter Options
= Approve Time and E i
Exceptions fane Ho
(Oveniew (__beak |
[» Report Time: Allow ExcepfionlD Description Date Hame Severity
[ View Time
- Mansader Sesich ontons O  Tooossy  puaniyerceedsTRG  ggpsizaor Connie Noem Low
1> Recruiting
> Benefits TLxoooqp  InvalidLeave Time 051712007 Phoebe Buffet High
1> Time and Labor Taken
— Careers Invalid Leave Time
— Chanae My Password TLX00010 Taken 05/18/2007 Phoebe Buffet High
— My sysiem Frofile
L S.St.em Profile Invalid Leave Time i
— Wy Dictionary TLX00010 Taken 03/13/2007 Rachel Green High
TLX00010 inuaiid [ e=ve fmie 03116/2007 Rachel Green High
Taken
Tixgopto  ImvalidLeave Time 0310912007 Rachel Green High
Taken
Tixoppfo ~ 'nvalid Leave Time 0310512007 Rachel Green High
Taken
Tixgoprg  [MvalidLeave Time 0312/2007 Rachel Green High
Taken
TLX10001 Late [N Punch 05/18/2007 Rosenda Badilla Low
TLX10001 Late IN Punch 05/24/2007 Ross Geller Low
TLX10001 Late IN Punch 05/15/2007 Ross Geller Low
TLX10001 Late [N Punch 05/19/2007 Theresa Shin Low
Tixorseo  Morean24hours  psq9p007  TheresaShin High
reported
Click this button to resolve non-setup related exceptions once reported time has been al Up Ex it
corrected using the Timesheet page. This button will only resolve exceptions with a wl
source of Time Validation-Elapsed or Punch v
—

Step 8 — Click the Manager Self Service link to return to the Timesheet area.

Figure 62

PeopleSoft.
T

®

I> My Favorites
[ ASU Customizations
[> Self Senvice

I Time Management
1> Recruiting
[> Benefits
I> Time and Labor
— Careers
— Change My Password
— My System Profile

— My Dictionary

i Manager Self Service

Navigate to self ssrvice information and activities for people reporting fo you

ﬁ Approve Time and Exceptions ﬁ/
Approve reported or payable time, overtime and absence

requests, and manage exceptions.

[E] Exceptions

E Manager Search Opfions
Access manager search options.

Report Time
Report time or request absences.

Select the Timesheet link

View Time
View calendars, balances, forecasted and payable time,
accumulators and more.
donthly Time Calendar
ekly Time Calendar
aily Time Calendar
= Pavable Time Detai

Step 9 — Select the Timesheet link to begin clearing time exceptions.
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Figure 63

PeopleSoft.

Search:

®

1> My Favorites
1> ASU Customizations
[> Self Service
~ Manager Self Senice
= Time Management
[> Approve Time and
Exceptions.
~ Report Time
[> View Time
— Manager Search Options
1> Recruiting
[> Benefils
[> Time and Labor
— Careels
— Change Wy Password
— My Systern Profile
— My Diclionary

Report Time

Timesheet Summary

Description Value
Group 1D
EmpliD

Department

View By: | Week ~| Date: 06108/2007 | (% Retiesn | <= Previous Week Mext Week ==

Audd to Fi

New Window | Help | Customize Page |

Click the Get Employees button

ites Sign out

LE]

hEEa

= " Horth
Reported Hours to be Scheduled ApprovediSubmitted Denied Em| ee d
Name Hours Approved Hours Exception Hours Hours D Department Workaroup A;rler[!ocal;n
Name 0.000000  0.000000 0.000000 0.000000  0.000000
GoTo: Manager Self Service
Time Management
Approve Reported Time
Step 10 — Click the Get Employees button
Figure 64
Pe Op]'e SOft” Home Add to Favorites
Search: Mew Window | Help | Custc o
[ My Favorites .
I» ASU Customizations Report Time
[> Self Service .
— Manager Self Serice Timesheet Summary
= Time Management
(> Approve Time and Gel Employees
Exceptions Description Value
- Report Time Group ID ‘Q
—
[> View Time Empli ‘Q
— Manager Search Options
> Recruiting Depsimen [ &
[ Benefits
1> Time and Labor
— Careers =
— Change My Password View By: | Week ¥ | Date: ‘UE"UEIQDDT ||§ @ Retresh | == Previous Week Next Week ==
— My System Profile
— Wy Dictionary
Employees For Chandler Bing, Totals From 06/04/2007 - 06/10/2007 -
z Horth
Reported Hours to be Scheduled . Approved/Submitted Denied 5
Hame Hours A 1 Hoirs Exception ol Hours Employee ID Department Workgroup :amer:Oc:n
Andrea Owens 0.00 0.00 0.00 0.00 0.00 1001@;@ N0301002 SBEN SAL
Celest Hallis 0.00 0.00 0.00 0.00 HBEN HRY
Connie Noem 46.28 10.58 0 00& 3568 HBEN HRY
i
Jewelana Parker 0.00 0.00 0.00 0.00 0.00 ‘IUDE{ STU STU
Karen Kelling 4043 4043 0.00 0.00 0.00 100%%5@ N0301002 HBEN HRY
Kemba Atkins 31.95 31.95 0.00 0.00 0.00 1000§54 g MN0301002 HBEN HRY
Kenneth Chelsy 4972 4972 0.00 0.00 MN0301002 HBEN HRY
[ 4354 0.00 000 4354 HBEN HRY
37.69 0.00 0.00 37.69 HBEN HRY
Rache 0.00 0.00 SBEN SAL
Robin Select the Maria Sandoval link o0 o0 Hiery Ry
Harris
Rosenda Badilla 0.00 0.00 0.00 0.00 HBEN HRY 0]
, .
Step 11 — Select the Employee’s Name link
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Figure 65

PeopleSoft.

Home Add to Favorites Sign out
Search: New Window | Help | Customize Page |ht—Et‘,
[» My Favorites Timesheet
[ ASU Customizations
[> Self Service
I~ Manager Self Senvice Maria Sandoval EmpliD 1000ENH4S
= Time Management Job Title:  Payroll Specialist Sr
[» Approve Time and EmpiRcd o
Exceptions = .
< Report Tims & ciickfor Instructions
View By: ‘ Week ~ | Date: |0DB/04/2007 |@ % Refresh | =< Previous Week Mext Week ==
I View Time ;
— Manager Search Options =< Previous Employee Mext Employee ==
I Recruiting Reported Hours: 2958 Hours  ScheduledHours: 000 Hours  Show all Punch Types
> Benefits
[> Time and Labor
— Careers
— Change My Password
— WMy System Profile
L e Cisan e Status Exception In Meal Out Mealin  Out Punch Total Time Reporting Code Quantity  Date
(3 Mon o4 spproved &4 | s0tam|[ 11:554M) | 12:33P0] | 5:03PM] 8.40 | Reg Hours - HRY v | ora =l
Q Tue 605 Approved | 7.00am|[ 11:504M) | 12:21Pu| | 430PM] £.96 | Reg Hours - HRY v | &5 =
(2 wed &l Appraved [ s:00aM|[ 12:02Pm|[ 12:33PM|[ 4:47PM] 8.25 | Reg Hours - HRY v | &8 B
QO Tha 67 Approved | s:03am[ 12.00Pm)| || 501Pm] 3.95 | Reg Hours - HRY vl | |67 =
O Fi 6B New [ Il Il Il | [ v | ara =
> sat 6 New [ Il Il I| | [ ~| GE =
> sun 810 New [ Il Il Il | [ vl | 8110 El

Clear I Apply Rules !

0 Reported Hours Summary - click to view

o Balances - click to view
GoTo: Manager Self Service

Time Management
Return to Select Employee

Notice that Monday 6/4 is still in need of correction, but its Status is Approved. We will complete
Mondays time reporting to rectify this. We would use Maria’s Time Adjustment form to reference the
correct data to enter.
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Figure 66

PeopleSof.

Search: Mew Window | Help | Customize Page h‘{%
[ My Favorites Timesheet
[ ASU Customizations
[> Self Service
' Wanager Self Service Maria Sandoval EmpiD 1000504046
= Time Management Job Title:  Payroll Specialist Sr 3
(> Approve Time and EmpiRedioe D
Exceptions
~ Report Time €® Click for Instructions
View By: | Week v| Dater |06/0412007 [ (% Retresh | <= Previous Week Next Week ==

[> View Time

— Mananer Search Options <= Previous Emplovee Mext Emplayee ==
E gem#lﬂ"g Reported Hours: 2963 Hours  Scheduled Hours:  0.00 Hours  Show all Punch Types

enefits
I Time and Labor
— Careers From 06/04/2007 to 06/10/2007

— Change My Password
— Wy System Profile
— Wy Dictionary

2 Mon M4 Approved €4 [ 12:33P0] | Animation || | 8.45 | Reg Hours - HRY | | 614 =
O Tue 65 Appraved [ 7:00an|| 11:59‘;9“@5&93‘;FMH 4:30PM| 8.96 | Reg Hours - HRY | | 615 El
O Wed 605 Approved | g.00an|[ 12.02Pu| [ 12233PM| | 447P] 8.26 | Reg Hours - HRY v 618 [SE|
O Thu o E7 Appraved [ s:03am][ 12:00Pm)| || s:01Pm] 3.95 | Reg Hours - HRY | g ]
O R e New . s ! L ! [ | I8 = &=
O sat  em New Click on the Submit button to submit change. [ | 6/ &=
2 sun 610 New [ || 8110 E &

I ScibBai I Clear ] Apply Rules ]

o Reported Hours Summary - click to view

0 Balances - click to view
GoTo:  Manager Self Senvice
Time Management
Return to Select Emplovee %

Step 12 — Click on the Submit button to submit change.

The DTA now clicks on the Submit button to enter the revised time into the Time & Labor system.

Figure 85

PeopleSoft.
[(eru &

Search: New Window | Help | Customize Pag Saved

®

[ My Favorites Timesheet
P Cisombatons Submit Confirmation
[ Self Service
~ Manager Self Senvice
= Time Management “
[ Approve Time and The Submit was successful
Exceptions
- #{E‘pﬂl“l‘T‘lm‘E Reported Time for the Week of 2007-06-04 to 2007-06-10 is submitted

> View Time m

— Manager Search Options
> Recruiting
I Benefits Click the OK button
1> Time and Labor
— Careels
— Change My Password
— My Systemn Profile
— My Dictionary

Home Add to Favorites Sign out

Step 13 — Click the OK button

The Submit Confirmation screen displays and the DTA clicks OK.
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Figure 67

PeopleSoft.

Select All Deselect All Approve Selected I Deny Selected ]

1 G 1

“oply Rules

Submi:

@ Repored Hours Summar - click o vien CliCk i Approve Selected button

0 Balances - click to view

Manager Self Senvice
Time Management
Return to Select Employee

Go To:

|~

Home Add to Favorites Sign out
T New Window | Help | Customize Page EL £
[» My Favorites Timesheet
[ ASU Customizations
[> Self Service
= Manager Self Service Maria Sandoval EmpliD 1000EEHE
= Time Management Job Title:  Payroll Specialist Sr
[» Approve Time and EmpiRcdNos: 0
Exceptions
- Report Time @ click for Instructions
I - Timeshest View By: | Week v| Date: [08/0412007 |5 (2 Renesn | <= Previous Week Mext Week ==
& View Time )
— Manager Search Options = Previous Employee Next Emplovee ==
I Recruiting Reported Hours: 295
> Benefits
1> Time and Labor Motice that Monday 6/ is nowi correct, and its Stafus is Neads Approval Ve
— Careers eI PRSI will Select this day for Approval.
— Change My Password Ti hest =
L Wy System Profile el =D
v Dictionary Select Day Date Status Exception In Meal Out Mealln  Out Punch Total Time Reporting Code Quantity  Date
O Mo o :;;riim & | s01am|[ 11:554m] | 12:33FM] | 5:03PM] 8.40 | Reg Hours - HRY v | ra &
S e 4pproved | 7:00am)[ 11:59am] [ 12:31PN][ 4:30PM] 8.96 | Reg Hours - HRY vl | 15 &
Click on the check boxapproved | s:00am|[ 12.02Pu| | 12:33PN|| 4.47PM] 826 | Rea Hours - HRY ~ | S =
. Appraved [ e:03am| [ 12:00Pm]| |[ s:01Pu] .95 | Reg Hours - HRY v i B
O Fi 6B New \ Il I Il | [ | |68 ]
0 sat 6l New \ Il I Il | [ vl | era &
> sun 610 New \ Il Il Il [ vl | | 6110 E

Step 14 — Select the check box

Notice that Monday 6/4 is now correct, and its Status is Needs Approval. We will Select this day for

Approval.

The Timesheet Summary now shows the revised entries. The DTA now selects the changed entries

by checking the box next to both lines requiring approval.

Step 15 - Click the Approve Selected

button

The DTA than clicks on Approve Selected to approve the changed time entries and prepare the

revised time for the next run of Time Administration.
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Figure 68

Search:
1> My Favorites

Eg:#;“;‘:em'm""s Are you sure you want to approve the time selected? (13504,2500)
= Manager Self Senice
= Time Management
[> Approve Time and
Exceptions
= Report Time

|
[» View Time .
— Manager Search Oplions Click the OK button
1> Recruiting
[ Benefits
> Time and Labor
— Careers
— Change Wy Password
— My System Profile
— My Dictionary

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

Cancel

Peop]-e S()ft3 _Home Add to Favorites _Sign out

New Window | Help | E‘n

Step 16 — Click the OK button on the warning message.

Figure 69

Search:

I
[» My Favorites .
[> ASU Customizations Tmmesheet
> Self Service &
SR e Approve Confirmation
= Time Management
[> Approve Time and
Exceptions “
~ Report Time
[» View Time
— Manager Search Options
[» Recruiting
[> Benefils
GEC e LR Click the OK buiton
— Careels
— Change My Password
— My System Profile
— My Dictionary

The Approve was successful

Peop]'e SOft’ _Home Add to Favorites Sign out

Wew Window | Help | Custemi Processing

Step 17 - Click the OK button on the confirmation message.

This action results in the Approval Confirmation screen, click on OK, and a return to the Timesheet

screen with the approval action complete..

63 of 95

OASIS Training




HCM — Departmental Time Administration

Figure 70

PeopleSoft.
(]

Search:

| @
1> My Favorites
[ ASU Customizations
[> Self Senvice
= Manager Self Senvice
= Time Management
[» Approve Time and
Exceptions
< Report Time

[> View Time
— Manager Search Options
[ Recruiting
[ Benefits
1> Time and Labor
— Careers
— Change My Password
— My System Profile

— Wy Dictionary

Home

Timesheet
Mana Sandoval EmpliD 10005
Job Title:  Payroll Specialist Sr EmplRcdMbr: - 0

& Click for Instructions

View By: ‘Week | Date: |06/04/2007 |@ & Refresh | =< Previous Week Next Week ==

=< Previous Emplovee Next Employee ==
Reported Hours: 29,58 Hours Scheduled Hours:  0.00Hours  Show all Punch Types

Add to Favorites

New Window | Help | Customize Page |ht—t,

Sign out

=

Day Status
2 Mon 64 Approved
Q Tue 6/5 Approved
O wed 65 Approved
O Thu BI7 Approved
O ri 6B New
> sat 69 New
2 sun 8o New

Exception_In Meal Out Mealln _ Out Punch Total Time Reporting Code Quantity Date
& | s0tam|[ 11:554M) | 12:33P0] | 5:03PM] 8.40 | Reg Hours - HRY v | ara El
| 7.00am|[ 11:504M) | 12:21Pu| | 430PM] £.96 | Reg Hours - HRY v | |65 =
[ s:00aM|[ 12:02Pm|[ 12:33PM|[ 4:47PM] 8.26 | Req Hours - HRY v | 1 E
| s:03am[ 12.00Pm)| || 501Pm] 3.95 | Reg Hours - HRY vl | |67 =)
| I — | 2l R
| | g oo E
I — [ 2l w0 =

Apply Rules i

Clear I

0 Reported Hours Summary - click to view

@ Balances - click ta view
GoTo: Manager Self Senice
Time Management

Return to Select Employee

The DTA can now return to the exception screen by clicking on the Approve Time and Exceptions
menus once again to return to the Exceptions search screen
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Figure 71

PeopleSoft.
(Menu &

Search:
|&

1> My Favorites

[ ASU Customizations

[> Self Senvice

|- Manager Self Service

= Time Management

[» Approve Time and

Timesheet

Mana Sandoval
Job Title:

EmpliD

Payrall Specialist Sr Empl Red NBr: 0

1> Time and Labor
— Careers
— Change My Password

— My System Profile

Status Exception In Meal Out Mealln  Out

Exceptions
% Report Tims @ click for Instructions
Il — Timesheet View By: | Week v| Date: |08/0412007 [ (£ Retesh | << Previous Week Mext Week ==
& View Time -
— Manager Search Options == Previous Employee Mext Employee ==
pRcam ReportedHours:  2058Hours  ScheduledHours:  0.00Hours  Show all Punch Types
enefits

Punch Total Time Reporting Code

Add to Favorites

Sign out

New Window | Help | Customize Page | .5

From 06/04/2007 to 06/10/2007

Quantity Date

0 Reported Hours Summary - click to view

o Balances - click to view
Manager Self Senvice

Time Management
Return to Select Employee

Go To:

The Apply Rules button

— v Dictionary
(3 Mon o4 spproved &4 | s0tam|[ 11:554M) | 12:33P0] | 5:03PM] 8.40 | Reg Hours - HRY v | ra El
@ Tue 65 Approved | 7.00am|[ 11:504M) | 12:21Pu| | 430PM] £.96 | Reg Hours - HRY v | |85 =
(2 wed &l Appraved | s00am|[ 12:02rm] [ 12:33PN] | 4:47PH] 8.26 | Req Hours - HRY v | 1 E
QO Thu e Approved | s:03am[ 12.00Pm)| || 501Pm] 3.95 | Reg Hours - HRY vl | |67 =
O Fi 6B New [ Il Il Il | [ v | ara =
Ot on  New CC I ] | | o =
2 sun 6o New [ Il Il Il | [ v | 610 =
Clear I Apply Rules

Step 18 — OR, the DTA may opt to click the Apply Rules button

The DTA can now return to the exception screen by clicking on the Approve Time and Exceptions

menus once again to return to the Exceptions search screen

There is still an Exception icon on Monday, but it will disappear after the nightly run of Time

Administration.

OR, the DTA may opt to click the Apply Rules button to see if the corrections are valid.
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Figure 72

ites Sign out

PeopleSoft. = P

Search: Hew Window | Help | Customize Pag: Saved
1> My Favorites 5 =
b ASU Customizations Payable Time Detail
[> Self Senvice = e o
- Manager Self Senice Maria Sandoval EmpliD: 100055HETEEY:
= Time Management
> Approve Time and Job Title Payrall Specialist Sr Empl Red Mbr: 0
Exceptions
- Repor'l'Time Payable Time Detail displayed for up to thirty-one days.
[> View Time StartDate 06/04/2007 End Date  06/10/2007
— Manager Search Options
[> Recruiting Payable Time
[> Benefits : Bz
LR Overview Windows Internet Explorer B‘
— Careers
- Change My Password Date Status ': Rules have successfully been applied, you will be transferred to the View Payable Time Detail page. (13504, 1626)
— v System Profile £
— Wy Dictionary i
RO, 06/04r2007 2rline
Estimate
oe/sr2007 Oline FRT T T IO
Estimate Only
o6/6r2007 Orine HRY Hours 8750000 Click the OK button NONE
Estimate Only
oe/07/2007 Orline HRY  Hours  9.000000 NONE

Estimate Only

GoTo:  Manager Self Service
Time Management
Return to Previous Page

Step 19 - Click the OK button at the Payable time Detail page.
Figure 73

PeopleSoft.

New Window | Help | Customize Pag Savied

Search:
[ My Favorites . =
[ ASU Customizations Payable Tlme Deta“
I Self Senice ’ )
~ Manager Self Senice Maria Sandoval EmpliD: 10008
= Time Management y
1> Approve Time and Job Title:  Payroll Specialist Sr EmplRed Nbr: 0
Exceptions
< Report Time Payable Time Detail displayed for up to thiry-one days.
esheet

b View Time StartDate 05/0412007 End Date  06/10/2007

— Manager Search Oplions
I Recruiting Payable Time
[ Benefits =
TR AhA L Ao Overview Y Time Reporting Elements '} Task Reporting Elements
— Careers Time
— Chanage My Password Date Status Reporting Type Quantity User ID Taskgroup

Code

— Wy System Profile

Wy Dictionary E
S osrodr007 Oine HRY Hours  9.000000 MONE
Estimate Only

oerosiz007 OTine HRY Hours  9.500000 NONE
Estimate Only

osroer2007 OTine HRY Hours 8750000 NONE
Estimate Only

osra7rzo07 OTine HRY Hours  9.000000 NONE
Estimate Only

GoTo:  Manager Self Service
Time Management

Select the Return to Previous Page link

Step 20 — Select the Return to Previous Page link
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Figure 74

PeopleSoft.
(]

Search:

| @
1> My Favorites
[ ASU Customizations
[> Self Senvice
= Manager Self Senvice
= Time Management
[» Approve Time and
Fxcaptions
< Report Time
[> View Time
— Manager Search Options
[ Recruiting
[ Benefits
1> Time and Labor
— Careers
— Change My Password
— My System Profile
— Wy Dictionary

Home
Timesheet
Maria Sandoval EmpliD 1000RERGRE:
Job Title:  Payroll Specialist Sr Empl Red Mbr: 0
@ click for Instructions
View By: | Week v| Dater |06/0412007 [l (% Retresh | <= Previous Week Mext Week ==
=< Previous Employee Mext Employee ==
Reported Hours: 2958 Hours Scheduled Hours:  0.00 Hours Show all Punch Types

Meal Qut Mealin  Out

Add to Favorites

New Window | Help | Customize Page | /5,

LE

2 mon 64 Approved
O Tue 615 Approved
0 wed &5 Approved
O Thu 67 Approved
O i e New
O sat 6 New
O sun 6HO New

Submit

[ s:01aM] [ 11:554m|[ 12:33PM|[ 5:03FM] 8.40 | Reg Hours - HRY | | 6id
| 7-00am|| 1150AM|[ 12:31PM|[ 430PM] 8.95 | Reg Hours - HRY | | 815
| s:00am] | 12:02Pn] [ 12:33PN| [ 4:a7PM] 8.26 | Reg Hours - HRY | | 61
| g:03am|| 1200pm]| || sotpm] 3.95 | Reg Hours - HRY | |87
\ | I I \ | | i
\ | I I | | | oo
\ I I I \ | | |10
i Clear I Apply Rules I

0 Reported Hours Summary - click to view

@ Balances - click ta view
GoTo: Manager Self Senice
Time Management

Return to Select Employee

DNNONEDMD
HEEEEHEHEH

The time exception is now removed.
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Notes:
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Approving Reported Time

Figure 75

The purpose of this simulation is to illustrate the procedural steps and the PeopleSoft screens used by
a Departmental Time Administrator to approve the time reported by the positive time reporter
employees in the department.

Reported time may include punch time entered through the Web Clock by individual employees or
paper timesheet records entered into PeopleSoft by a Department Time Administrator.

69 of 95 OASIS Training



HCM — Departmental Time Administration

Figure 76
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Accessing the Timesheet

Under the Faculty Staff heading at ASU Interactive, choose Manager Self-Service to access
PeopleSoft.

Click on the Time Management link to access timesheets.

Or, access the PeopleSoft system via https://hrsa.oasis.asu.edu

Figure 77
PeopleSoft.

Home Add to Favorites Sign out
Help

Menu -

Search:

| &)
[ My Favorites
[ ASU Customizations
I Self Service
1> [anaoetich e
[ Benefits
[ Time an¢
— Careers .
— Chance  Selectthe Manager Self Service link
— My Syste
— My Dictionary

Iw.ﬁ"?"eo:)|:Ie$oﬂ

Step 1 — Select the Manager Self Service link
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Figure 78
PeopleSoft.

Home Add to Favorites Sian out

 searon: |
_]_7 L 4} Manager Self Service

[ My Favorites

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

I Self Senvice 7] Approve Time and Exceptions ] Report Time “] view Time

h Approve reported or payable time, overtime and absence b, " Report time or request absences, b/ iew calendars, balances, forecasted and payable time,
| [ Time Management requests, and manage exceptions. accumulators and more.

| [ Recruiting =] Exceptions e E Monthly Time Calendar

> Time and Labor Vieekly Time Calendar

I = v Time Calendar

_E 3:‘,;’;?“ Select the Time Management link Select the Timesheet link = Payable Time Detai

— My System Profil _Js

|— My Dictionary

\—I Access mﬂnager seﬂrcn nptlnns

Step 2 — Select the Time Management link, then the Timesheet link within the Manager Self Service
area of PeopleSoft.

At this point the DTA is seeking the Reported Time menu to approve reported time for his
departmental employees. To reach the desired screen, the DTA may click successively on the Report
Time and Timesheet titles revealed in turn in the left hand column. A quicker alternative would be to
click on the Timesheet listing which eliminates the need to move through the intermediate menus.

Figure 79

PeopleSoft.
ens______ 2|

' ®

b WyFavorites ;
ASU Customizations Report Time

Home Add fo Favorites Sign out

Mew Window | Help | Customize Page | [§

Self Service

[~ Manager Self Senice Tlmesheet Summary

= Time Management 7

1> Approve Time and e GetBikmayees
Exceptions Descnpnon Value

< Report Time Group ID 70‘
L _
- View Time EmpliD l—‘o\ Click the Get Employees buttan
— Wanager Search Options —
Benefils Department | ‘Q
Time and Labor
|- Careers
|- Chanae Wy Password
[~ My System Profile
|- Wy Dictionary

ViewBy: | Wesk ~| Dater 05/2212007 |5 (% Refresh | == Previous Week Hext Week ==

Employees For Chandler Bing, Totals From 05/19/2007 - 05/25/2007

Customize | Find

Reported Hourstobe Scheduled Aggrovedl'Subm1ﬂed Denied  Employee Horth

Name s i e Exception || Hours D Department  Workgroup American
— S Hours Payagroup
Name 0.000000  0.000000 0.000000 0.000000 0.000000

Go To Ianager Self Service

Step 3 — Click the Get Employees button

This page enables the DTA to utilize detailed search criteria to select a specific employee or group of
employees for further review.

At ASU each department will have a defined dynamic group that will select the non-exempt employees
working in that department and bring their Reported Time records together all at once to simply the
approval process.
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Figure 80

l)e‘)pleS()fts Home Add to Favorites
Mens O
| Search: . Position Number |Q A
| |
-D My Favorites .
[ ASU Customizations
g View By: | Week v| Date: [06/07/2007 [ (% Refresh | = Previous Week Mexd Week ==
=~ Manager Self Service
= Time Management
[: Approve Time and
Exceptions Employees For General Snozzie, Totals From 06/04/2007 - 06/10/2007 I 122 0f 22
=
Name Reported Hours fobe, Schetvied Exception Approved/Submitted Denied Employee |D Department Workgroup Positlon :?nr(ler:ican
VS E o Hours  Approved Hours Hours Hours Number Dy aron
— Manager Search Options Bambi Deer 0.00 0.00 0.00 0.00 0.00 1000557380 D0901 SBEN 107112 SAL
aheduing Cynthia Philipps 0.00 0.00 0.00 0.00 0.00 1000420476 D901 SBEN 106385 SAL
[» Time and Labor
& SetUp SACR Deboral Scott 0.00 0.00 0.00 0.00 0.00 1000421801 D0901 SBEN 105642 SAL
— Careers Duane Cluff 0.00 0.00 0.00 0.00 0.00 1000352144 D090 SBEN 103504 SAL
— My System Profile Eric McCune 0.00 0.00 0.00 0.00 0.00 1000434732 D090 SBEN 110830 SAL
R Fiona Oare 0.00 0.00 0.00 0.00 0.00 1001457469 D901 HBEN 111346 HRY
Gina Deane 0.00 0.00 0.00 0.00 0.00 1000418621 D090 SBEN 109281 SAL
Gus Goose .00 8.00 0.00 0.00 0.00 1000376442 D0901 SBEN 104001 SAL
James Nichols 0.00 0.00 0.00 0.00 0.00 1000251531 D0901 SBEN 102300 SAL
Josephine Namig 0.00 0.00 0.00 0.00 0.00 1000335783 D090 SBEN 107769 SAL
Karen Murphy 0.00 0.00 0.00 0.00 0.00 1000851290 D0901 SBEN 101754 SAL
Kim Footohi-rad 0.00 0.00 0.00 0.00 0.00 1000450572 D0901 SBEN 111630 SAL
Michael Turngren 0.00 0.00 0.00 0.00 0.00 1000420214 D0901 SBEN 102778 SAL
144.86 144.86 0.00 0.00 0.00 1001465285 D090 HBEN 103864 HRY
Puss | *nols 0.00 0.00 0.00 0.00 0.00 1000253774 D0901 SBEN 111670 SAL
Richa 0.00 0.00 0.00 1000492981 D090 SBEN 102647 SAL
Rodol Select the Nemo Littlefish link 0.00 0.00 0.00 1000241161 D0GOT SBEN 105095 SAL
Shrek 0.00 0.00 0.00 1000237185 D0901 SBEN 105827 SAL
Tae Choi 0.00 0.00 0.00 0.00 0.00 1000433304 D090 SBEN 110445 SAL
William Gau 0.00 0.00 0.00 0.00 0.00 1000662616 D0901 SBEN 101770 SAL
Wujian Bichanich 0.00 0.00 0.00 0.00 0.00 1000218659 D0901 SBEN 101623 SAL
Zhenzhou Gu 0.00 0.00 0.00 0.00 0.00 1000485611 D0901 SBEN 102558 SAL
GoTo:  Manager Self Senice
Time Management
Approve Reported Time
=
< | "

Step 4 — Select the Employee’s Name link

The system will display a flashing processing indicator in the upper right corner of the screen while the
system finds and retrieves the selected records. If records matching the search criteria are found, the
record or records are returned and displayed at the bottom of the screen

The DTA now has choices on how to go about approving the time reported for the selected employees.
The most detailed review method involves looking at the detailed time records for each individual. To
do this, the DTA would click on the name of the employee to be reviewed. This would return the
employee detailed time record

72 of 95 OASIS Training



HCM — Departmental Time Administration

Figure 81
Peop]'eSOft’ Home Add to Favorites Sign out
“Seamh:
| Timesheet
1> Wy Favorites
|[> ASU Customizations
i Nemo Littlefish EmpllD 1001465285
v Manager Self Service Job Title:  Tech Support Analyst Assoc EmplRecd Mbr: 0
= Time Management
[> Approve Time and . .
st & Ciick for Instructions
| = Report Time View By: | Week v| Date: |08/0412007 | (2 Renest | << Previous Week Next Week ==
=< Previous Employee Next Emplovee ==
[ View Time
— Manager Search Options Reported Hours: 37.03 Hours Scheduled Hours:  0.00 Hours Show all Punch Types
\I» Recruiting
1> Time and Labor = =
I SetUp SACR From 06/04/2007 to 061012007
— Careers Timesheet | [F50
|~ b Sistem Profile Select  Day Date  Status in Meal Out Mealln Out Punch Total Time Reporting Code Quantty  Date
|- My Dictionary
O 2 Mon 64 :s;ﬁal [ 8:02am][ 12:05Pm] [ 12:34PM] [ 4:30PM] 7.98 [ HRY - Hourly vl | 614 = @
O & Tue 65 :;;?:im [ 7:59am] [ 11:55am] [ 12:37PM] [ 4:40PM] 7.98 [ HRY - Hourly ~| | 615 =
O ¢ wed 6B :;;duim [ s:02am] [ 12:03Pm] [ 12:35PM] [ 5:38PM] 9.06 | HRY - Hourly v | 6i6 =
Needs
O ¢ T 67 e [ Il Il I | [VAH - vacation Hourly ] | 8.0/ 617 =i
0O ©F 6B FIELE [ I[ i [ | [VAH -Vacation Hourly | 8.00] 518 =
Approval .
> sat 6w New [ Il Il Il | [ [ |61 B =
(2 sun 610 New [ Il Il Il | [ ~| |80 B
SelectAll  DeselectAll Approve Selected | Deny Selected |
Submit | Clear | ApplyRules |
OReDoned Hours Summary - click to view
@ Balsnossdamiio view]
GoTo: I naner Self Senire
1 ) .
;Select the Balances - click to view link

|2

53]

Step 5 — Select the Balances - click to view link

The DTA can review the detailed time entries for the entire pay period or for each week individually.
The DTA would have the option of changing, adding or deleting time records for this employee.
Changing or editing time records was covered in the correcting time exceptions section of this
reference. The DTA may select the time records for each individual day for approval by clicking on the
Select checkbox to the right of each line. If all time records are OK, the DTA my click on Select All at
the bottom of the page to select all records that require approval. The screen as it appears with all

records selected for approval
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Figure 82

PeopleSoft.

| Search:
I
> My Favorites
[ ASU Customizations
[> Self Senvice
= Manager Self Senice
= Time Management
[ Approve Time and
Exceptions
< Report Time

[> View Time

— Manager Search Options
> Recruiting

> Time and Labor

> SetUp SACR

|~ careers

- Wy System Profile

|- My Dictionary

Click the Balances - click to hide link

Home Add to Favorites Sign out
ecllckmrlnslrummns
View By: | Week v| Date: [06/04/2007 | (% Retesh | =< Previous Week Next Week >=
==Previous Emplovee Next Employee ==

Reported Hours: 37.03 Hours Scheduled Hours:  0.00 Hours Show all Punch Types

From 06/04/2007 to 06110/2007

Timesheet
Select Day Date Status In Meal Out Mealin  Out Punch Total Time Reporting Code Quantity Date
O ¢ Mon 614 :;:rilial [ s:0zam] [ 12.05Pm] [ 12:34PM] [ 4:30PM] 7.98 | HRY - Hourly v | 614 B
O ¢ Te &5 :;;rﬁal [ 7:50am] [ 11:55am] [ 12:37PM] [ 4:40PM] 7.98 [HRY - Hourly | | 615 =
[ (> Wed 6B .E:;rdnial | 8.02am) [ 12:03Fm]| | 1235P0) [ 5:38F M) 9.06 | HRY - Hourly vl | 618 =l
0 © T 67 :;:r%ial | Il Il Il | [VAH-Vacation Hourly | 8.00] 677 =
0 ¢ Fi e :s:r%ial [ Il Il I[ | [var -vacation Houry || 8.00 618 =
O sat o New [ Il Il I | [ | [ =
(2 sun  &M0 New [ I 1] 1| | [ | G = =
Selact All Neselect All Approve Selected I Deny Selected j
Submit i Clear ] Apply Rules i

urs Summary - click to view

@ palances - click to hide

End balance as
Plan Type of 06/0412007
Sick 14.443
Compensatary Time
Vacation S0

GoTo:  Manaager Self Service
Time Manzgement
Return to Select Emploves

|

53]

Step 6 — Select the Balances - click to hide link

Nemo's Balances show that he has enough accrued hours to request two days of vacation, so we are
hiding the Balances again.
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Figure 83
PeopleSoft.

Home Add fo Favorites Sign out

 search: New Window | Help | Customize Page | B &

[ My Favorites . Timesheet
> ASU Customizations
| > Self Senvice e
> Manager Self Senvice Nemo Littlefish EmpliD 1001465285
= Time Management Job Title:  Tech Support Analyst Assoc EmplRcd MNbr: D
[ Approve Time and

| Exceptions
I = Report Time OCIlckfnr\nstrudmns

|| View By: | Week ¥ Date: [06/0472007 | (% Refresh | == Previous Week Next Week ==

[> View Time
— Manager Search Options == Previous Emplovee Next Emplovee ==

|
b Recruiting Reported Hours:  39.90Hours  Scheduled Hours:  0.00 Hours  Showall Punch Tvpes
> Time and Labor

> SetUp SACR

— Careers From 06/04/2007 to 06/10/2007
— My System Profile [Tmesheet \ 2w

[— My Dictionary

Select Day te Status In Meal Out Meal In Out Punch Total Time Reporiing Code Quantity Date
¢ Mon 64 :::r‘lial | s:01au| | 12:00PM|[ 12:35Pu| | 4:20Pm] 7.88 [HRY - Hourly ~ | ia =
> Tue @05 :::r%im | 7:58AM| | 11:58A0[ 12:34PH| | 4:36PM] 7.98 [HRY - Hourly v | 815 [=l
ea eds [ so2w]| 1203em|[ 1235eu] | 436eu] 8.03 | HRY - Hourly v | | &i6 =

Clickthe check box
= Lroval ‘ H || H | |VAH—Va|:aImn Hourly ¥ H 8 Uul BI7 =
O Fi 6m E;:&ial \ Il Il Il | [vaH-vacation Hourty 1+ | 800 61 =
(2 sat 6 New \ I Il Il | [ v |&m =
o sun  6HD New \ || Il Il | [ vl [ | 8110 [=]
l Select All m Approve Selected ] Deny Selected |
d
Submit I Clear i Apply Rules ]

Another option is to simply click
on the Select All link rather than  {ary - click to view
click into each check box.

GoTo: Manager Self Service

Time Management
Return to Select Emplovee

Step 7 — Click the check boxes next to each day to select them for approval.

Another option is to simply click on the Select All link rather than click into each check box.
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Figure 84
PeopleSoft.
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[> View Time
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b Recruiting Reported Hours:  39.90Hours  Scheduled Hours:  0.00 Hours  Showall Punch Tvpes
[> Time and Labor

[> SetUp SACR

— Careers From 06/04/2007 to 06/10/2007
— My System Profile [Tmesheet \ 2w

— My Dictionary
Select Day te Status In Meal Out Meal In Out Punch Total Time Reporiing Code Quantity Date

> Mon 64 :‘;:r‘lial | s:01au| | 12:00PM|[ 12:35Pu| | 4:20Pm] 7.88 | HRY - Hourly ~| | 614 =
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) Reported Hours Summary - click to view Click the Approve Selected button

 palances - click to view
GoTo: Manaager Self Service

Time Management
Return to Select Emplovee

Step 8 — Click the Approve Selected button

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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Figure 85

Add to Favorites

PeopleSoft.

New Window | Help | B

[ My Favarites
[> ASU Customizations
[> Self Semvice

= Manager Self Senice . -
I Once the page is saved, the time cannot be “Unapproved

T Press OK to Approve or press Cancel to not save the approval.

Exceptions Cancel

= Report Time

[ View Time

— Manager Search Options
[ Recruiting
> Time and Labor
[ SetUp SACR
[— Careers
— My System Profile
|— My Dictionary

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

Click the OK button

Step 9 — Click the OK button

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.

Figure 86
PeopleSoft.

Add to Favorites

Menu a

Search: New Window | Help | Customi Processing
»

[» My Favorites

|‘D ASU Customizations

[> Self Semvice A fil 5
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=~ Manager Self Senvice

= Time Management
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= Report Time

[ View Time
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[ Recruiting
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— Careers

— My System Profile

— Wy Dictionary

The Approve was successful

Step 10 — Click the OK button

This screen confirms that the approval of the records was successful. Click on the OK button.
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Figure 87

PeopleSoft.

Search:
| >

[> My Favarites
[ ASU Customizations
[ Self Service
=~ Manager Self Service
= Time Management

[ Approve Time and

Exceptions

= Report Time
(e TT—
[> View Time
— Manager Search Options
> Recruiting
[> Time and Labor
[> SetUp SACR
— Careers
— My System Profile
— My Dictionary

Home Add fo Favorites Sign out

New Window | Help | Customi

Timesheet

Nemo Littlefish
Job Title:

EmpliD 1001465285

Tech Support Analyst Assoc EmplRcd Wb 0

OCIlckfnr Instructions

View By: |Week | Date: |06/04/2007 !E] % Refrash | == Previous Week Next Week ==
== Previous Emplovee Next Employee ==
Reported Hours: 39.90 Hours Scheduled Hours: (.00 Hours Show all Punch Types

From 06/04/2007 to 06/10/2007
Timesheet

Day Date  Stalus in Meal Out Mealln  Out Punch Total Time Reporting Code Quantity  Date
€ Mon 64 Approved | s:01Au| [ 12.00P0]| | 12:35P| [ 4:20PM] 7.28 [HRY - Hourly ~[ | s E =
> Tue 65 Approved | 7:58AM| | 11:554M] | 12:34PM| [ 4:36PWM] 7.98 [HRY - Hourly ~| 3 E
2 Wed 66 Approved | s.02au|[ 1203Pw]| | 12:35PM| [ 4:36FM] 8.03 | HRY - Hourly [ | &8 =
O Thu 67 Approved | I | Il | [vaH-vacation Hourly | 8.00] 67 =
O Fi 6B Approved | Il Il Il | [vaH -vacation Hourly 1+ | 8.00| /8 =
O sat 6@ New [ Il 0| Il | [ ¥ [ [ )]
Oon oo vew [ I | g oo

Submit | Clear | AoplyRules |

o Reported Hours Summary - click to view

0 Balances - click to view
Manager Self Senice
Time Management

GoTo:

Select the Return to Select Employee link

Step 11 — Select the Return to Select Employee link

The system returns to the Employee Detailed Time record screen with all records changed to a status

of Approved.

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.
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Figure 88
PeopleSoft.

Home Add to Favorites
Menu @ S ‘ -
Search: _— t
lil » Pasition Number | e
[> My Favorites .
I ASU Customizations
gaz\gggeggzmwce View By: | Week v| Date: [06/07/2007 |5 (@ Retest) << Previous Week Mex Week =>
= Time Management
[> Approve Time and
ExEoDl ot Employees For General Snozzie, Totals From 06/04/2007 - 0611012007 I p—
= Report Time it
'l Name ﬁ;ﬂ"’d ";"“:z:;’d“e ﬁmm Exception Lﬁ%"ﬂws“mmm 7% Emplovee ID Department  Workaroup —:ﬂﬁ:’;‘;? American
— Manager Search Options P_E\TQM
B R iiiting Bambi Deer 0.00 0.00 0.00 0.00 0.00 1000557880 D090 SBEN 107112 SAL
> Time and Labor Cynthiz Philipps 0.00 0.00 0.00 0.00 0.00 1000420476 D090 SBEN 106385 SAL
b SetUp SACR Deboral Scott 0.00 0.00 0.00 0.00 0.00 1000421801 D001 SBEN 105642 SAL
CEE Duane Cluf 0.00 0.00 0.00 0.00 0.00 1000352144 D090 SBEN 103594 SAL
— My Dictionary Eric McCune 0.00 0.00 0.00 0.00 0.00 1000434732 D090 SBEN 110830 SAL
Fiona Oare 0.00 0.00 0.00 0.00 0.00 1001467469 D090 HBEN 111348 HRY
Gina Deane 0.00 0.00 0.00 0.00 0.00 1000418621 D090 SBEN 109281 SAL
Gus Goose .00 8.00 0.00 0.00 0.00 1000376442 D090 SBEN 104001 SAL
James Nichols 000 0.00 0.00 0.00 0.00 1000261531 D080 SBEN 102300 SAL
Josephine Namio 0.00 0.00 0.00 0.00 0.00 1000335783 D090 SBEN 107769 SAL
Karen Murphy 0.00 0.00 0.00 0.00 0.00 1000851290 D090 SBEN 101754 SAL
Kim Foatohi-rad 0.00 0.00 0.00 0.00 0.00 1000450572 D090 SBEN 111680 SAL
Michael Turnaren 0.00 0.00 0.00 0.00 0.00 1000420214 D090 SBEN 102778 SAL
Nemo Littlefish 39.90 0.00 0.00 39.90 0.00 1001465285 D030 HBEN 103864 HRY
Puss Boats 0.00 0.00 0.00 0.00 0.00 1000253774 D090 SBEN 111670 SAL
Richard Davis 0.00 0.00 0.00 0.00 0.00 1000492981 D090 SBEN 102617 SAL
Rodolfo Bellavia 0.00 0.00 0.00 0.00 0.00 1000241181 D030 SBEN 105005 SAL
Shrek Oare 0.00 0.00 0.00 0.00 0.00 1000237185 D090 SBEN 105827 SAL
Tae Choi 0.00 0.00 0.00 0.00 0.00 1000433304 D090 SBEN 110445 SAL
William Gau 0.00 0.00 0.00 0.00 0.00 1000662616 D030 SBEN 101770 SAL
Wujian Bichanich 0.00 0.00 0.00 0.00 0.00 1000218659 D090 SBEN 101623 SAL
Zhenzhou Gu 0.00 0.00 0.00 0.00 0.00 1000485611 D090 SBEN 102558 SAL
GoTo Manager Self Service
Time Management
Approve Reported Time

The DTA may now review each remaining employee detail record as just shown, or they may now
select any of the Menu links at the bottom of the page to return to other menu options or select
at the top right of the page to leave PeopleSoft.

This brings us to the end of the simulations for DTA processes.
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New HR Forms

EI'A RIZOMNA STATE
UINIVERSITY

TIME SHEET

‘Waek Ending:

Emiployss Mams: Titha:
L5010 Humbsr: Status:
Deparimant Supandsn

Daba In Tima Ot Tima In Tima Ceuk Tima Total Hours

WEEKLY
TOTALS:

Empioyes Signaiurs: Dats

Supeniizar Shgnature Daw

Cfice of Human fResources
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mﬂm;‘mmﬁ STATE
UNIVERSITY

TIME ADJUSTMENT FORM

ek Ending:
Empiloyes Hama: Tita:
AfTilaba |0 Humbes apt. Humbar
Daparimnant Hams: Supsarvisor:
Ciate O Type of In O Reazon for Time Adjusimeant, Addition,
Tima To Ga c I‘yﬂgﬁ- Tima Time Corraction or Delabion
Addad, A=40d
Corractar C=Corract

Or Dalatad [=Delata

Empioves Signahure

Dale

Supandsar Slgnaturs:

Daa:

Offles of Human Resources
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Request for Paid Time Off

{Hourly / Non-Exempt Employee)

fAbsence Information

Employes Mame

Employes Mumber: Ciepartmeant

Manager:

Type of Absence Reguested:

O sick [0 vacation [0 Bereavement [J Time QN Without Pay
O Military O Jury Duty O maternity/Paternity [0 other
Dates of Absenca. From T
ifirst day of lmave) (dafe of refurn fo wark)
Resaon for Abeence Tatal Time Requeated: {hours)

You musl submit requasts for absences, ather than sick lsave, wa days pror fo the firsf day you will be absent

Emplapes Sipnatune Diate
Manager Approval
[ Apgroved
[0 Rejected
Comments
Manager Signadure Date

Department Time Administrator Entry

DTA Sigrsture Date

Office of Human Hesouroes My 30, 2007
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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.

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

ALT+" View all rows of datain 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.

Activates the OK button, where appropriate.
ENTER On a search page, activates the Search button.

On a look up page, activates the lookup button.

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

academic career - In PeopleSoft Enterprise Campus Solutions, all course work that a student
undertakes at an academic institution and that is grouped in a single student record. For
example, a university that has an undergraduate school, a graduate school, and various
professional schools might define several academic careers—an undergraduate career, a
graduate career, and separate careers for each professional school (law school, medical
school, dental school, and so on).

academic institution - In PeopleSoft Enterprise Campus Solutions, an entity (such as a
university or college) that is independent of other similar entities and that has its own set of
rules and business processes.

academic organization - In PeopleSoft Enterprise Campus Solutions, an entity that is part of
the administrative structure within an academic institution. At the lowest level, an academic
organization might be an academic department. At the highest level, an academic organization
can represent a division.

academic plan - In PeopleSoft Enterprise Campus Solutions, an area of study—such as a
major, minor, or specialization—that exists within an academic program or academic career.

academic program - In PeopleSoft Enterprise Campus Solutions, the entity to which a student
applies and is admitted and from which the student graduates.

administrative function - In PeopleSoft Enterprise Campus Solutions, a particular functional
area that processes checklists, communication, and comments. The administrative function
identifies which variable data is added to a person's checklist or communication record when a
specific checklist code, communication category, or comment is assigned to the student. This
key data enables you to trace that checklist, communication, or comment back to a specific
processing event in a functional area.

admit type - In PeopleSoft Enterprise Campus Solutions, a designation used to distinguish
different types of applications such as first-year applications, transfer applications and
readmitted applications.

campus - In PeopleSoft Enterprise Campus Solutions, an entity that is usually associated with
a distinct physical administrative unit, that belongs to a single academic institution, that uses a
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unique course catalog, and that produces a common transcript for students within the same
academic career.

career - There are four careers at ASU, Undergrad, Grad, Law and No-credit.

category -In PeopleSoft Enterprise Campus Solutions, a broad grouping to which specific
comments or communications (contexts) are assigned. Category codes are also linked to 3C
access groups so that you can assign data-entry or view-only privileges across functions.

checklist code - In PeopleSoft Enterprise Campus Solutions, a code that represents a list of
planned or completed action items that can be assigned to a staff member, volunteer, or unit.
Checklists enable you to view all action assignments on one page.

class number - Identifies the particular section of a class being offered in a given term/
session. (Similar to schedule line number)

course - In PeopleSoft Enterprise Campus Solutions, a course that is offered by a school and
that is typically described in a course catalog. A course has a standard syllabus and credit
level; however, these may be modified at the class level. Courses can contain multiple
components such as lecture, discussion, and lab.

effective date - A method of dating information in PeopleSoft applications. You can predate
information to add historical data to your system, or postdate information in order to enter it
before it actually goes into effect. By using effective dates, you don't delete values; you enter a
new value with a current effective date.

ID or EMPLID - Ten digit Affiliate ID number (1000...)

inquiry access - In PeopleSoft Enterprise Campus Solutions, a type of security access that
permits the user only to view data.

institution - In PeopleSoft Enterprise Campus Solutions, an entity (such as a university or
college) that is independent of other similar entities and that has its own set of rules and
business processes.

matriculation — When the right to edit a person’s records passes from admissions to campus
community. Prior to matriculation, the person is an applicant, and can’t be seen in campus
community. Once they have been matriculated, they become students, and admissions can no
longer edit (but can still see) the student data.
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PRC - Permanent Record Card (Pre-SIS record)

personal portfolio - In PeopleSoft Enterprise Campus Solutions, the user-accessible menu
item that contains an individual's name, address, telephone number, and other personal
information.

plan - A plan is what the student is admitted into and pursuing. A student can have multiple
plans. (Major, Minor or Certificate)

primary name type - In PeopleSoft Enterprise Campus Solutions, the name type that is used
to link the name stored at the highest level within the system to the lower-level set of names
that an individual provides.

program — A program is the academic program to which a student applies and is admitted and
from which the student graduates. A program offers plans and sub-plans. It is analogous to
the student’s college.

prospects - In PeopleSoft Enterprise Campus Solutions, students who are interested in
applying to the institution.

QBU (Query Based Update) a process in PeopleSoft that runs overnight which identifies a
select population of applicants and performs predefined actions on the population. There are
many different QBU processes running every night.

search/match - In PeopleSoft Enterprise Campus Solutions and PeopleSoft Enterprise
Human Resources Management Solutions, a feature that enables you to search for and
identify duplicate records in the database.

service impact - In PeopleSoft Enterprise Campus Solutions, the resulting action triggered by
a service indicator. For example, a service indicator that reflects nonpayment of account
balances by a student might result in a service impact that prohibits registration for classes.

service indicator - In PeopleSoft Enterprise Campus Solutions, indicates services that may
be either withheld or provided to an individual. Negative service indicators indicate holds that
prevent the individual from receiving specified services, such as check-cashing privileges or
registration for classes. Positive service indicators designate special services that are provided
to the individual, such as front-of-line service or special services for disabled students.
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sub-plan - A sub-plan is an emphasis, concentration, or option within a plan. [Emphasis or
Option in a major; Concentration area (BIS)]

update access - In PeopleSoft Enterprise Campus Solutions, a type of security access that
permits the user to edit and update data.
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More SIS to PeopleSoft Terminology

Current SIS
term PeopleSoft term Definition Values
There is one academic
Academic Academic institution at ASU, namely
Institution Institution ASU ASU00
The number on the sun card
that starts with 993. This ID
will be phased out of ASU
ASU ID (993...) Campus ID over then next few years. 993...
Affiliate ID This is the other ID on the
(1000...) ID or EMPL ID sun card. 1000....
belong to a single institution
and use the same course T West
catalog, produce a common F?n;pte’ h est,
transcript, and are usually olytechnic,
associated with separate and Downtown
Campus Campus physical locations Phoenix
What the student is admitted all undergdraduate
into and pursuing, a student an
Certificate Plan can have multiple plans graduate certificates
the grouping of academic
work undertaken by a
student that is displayed Ungerg(]jradtuate,
separately on the student’'s raguate,
Classification Career transcript Law, and Non-Credit

highest level breakdown of

the academic institution for
academic structural
purposes; groups are

College Academic Group attached to the catalog ASU colleges
an academic program to
which a student applies and
is admitted and from which
the student graduates; a
program offers plans and
College Program sub-plans ASU colleges
Concentration Sub-Plan Emphasis, concentration, or | all BIS concentration
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Current SIS
term PeopleSoft term Definition Values
area (BIS) option within a plan areas

Requirement &
Requirement

defines rules associated with

conversion of course

Course edits Group enrollment in the course edits
Degree awarded - also
defined for all incoming all ASU degrees (BA,
Degree Degree accepted degrees BS, BSE etc)
defines how an academic
institution is organized from
an administrative
perspective; used for
security (e.g., access to All ASU colleges,
Departments / Academic certain screens) and some schools, and
Units Organization reporting departments
all major
Emphasis or Emphasis, concentration, or concentrations or

Option in major Sub-Plan option within a plan emphasis areas
What the student is admitted all undergraduate,
into and pursuing, a student graduate and law

Major Plan can have multiple plans majors
What the student is admitted
into and pursuing, a student all undergraduate
Minor Plan can have multiple plans minors
specific areas of instruction
in which courses are offered
within academic
Prefix Subject organizations all ASU prefixes

Schedule Line
Number

Class Number

unique identifier for the class
section

each class section
will have a unique
class number

SSN

National ID

Social Security Number

nnn-nn-nnnn

Term

Term

Standard academic
instruction period that covers
the entire academic term

Fall, Spring, Summer
and Winter will all be
individual terms
(example 2067 = fall
2006) last digit will
designate which term
1=spring, 4=summer,

7=fall, 9=winter
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Current SIS
term

PeopleSoft term

Definition

Values

Term / session

Session

time periods within a term
that classes can be offered;
this will allow ASU to better
handle flexibly scheduled
classes; each term must
have at least one session but
we will have several
sessions in each Fall and
Spring term and three in
Summer (1% 5-week, 8-
week, and 2" 5-week):;

Example: for ASU
MBA, the trimesters
may have two
sessions under Fall
and two sessions
under Spring, with
their second
trimester courses
being split between
the 2nd Fall sessions
and the 1st Spring
session; for the MBA
8-week program,
there may be two 8-
week Fall sessions
and two 8-week
Spring sessions
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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:

www.asu.edu/interactive/oasis/AddSecurityRequest

The title of the role to request for Time and Labor is Department Time Administrator.
You will find more information about Security Roles and requesting access for them at this website:

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