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Slide notes

NOTES:  when this view is selected the DTA may enter one employee affiliate ID 
Should be slide 2
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Slide notes

Once an “EmplID” has been selected this will show the actual clock in/out times within a 24 time frame for the selected employee.  This one shows 7/26/07

NOTE the elapsed box shows 8 hours, and the employee shows clocking in at 7.02, meal at 12.06, in from meal at 13.04.

With the “Shows symbols” box checked you can see if the time in the elapsed box is REG, PTO, etc.

Without the “Show symbols” you can only see the time reported for the date, IE: 8 hours, 6, etc.

SHOULD be slide 3
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Slide notes

From here you can select “previous/next day” bar or do a drop down on the calendar to select a different date

NOTE:  If you select the date from the calendar please use click the “View Time” bar to refresh the date

Why is this helpful

1) If a DTA, supervisor, or someone else with permissions wants to view/verify if an employee reported to work shift they can do it daily through this source
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If DTA, supervisor wants to view the punch-in/out for a group of employees they can enter one of the other selections, IE: Business Unit, Workgroup, etc., to see a list of employee’s that report to them

REMEMBER each time your “Employee Selection Criteria” changes you must click 

Weekly View

Weekly view 

NOTE, under the “View Time” the “daily” is still highlited
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The “Employee Selection Criteria” can be entered, then 
You can select by name or business unit to get a 

list of all employees
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Slide notes

In the weekly time calendar, an employee’s hours for the entire day can be viewed by clicking on the time.

The “Show Symbols” box can be checked or unchecked to view the color coded squares, to see if it is Reg, PTO, or CMP.
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Slide notes

You can select the week from the drop down menu, note: when using the calendar drop down menu user must click the “View Week” bar to refresh the calendar or they can use the “previous” or “next” week bar.

WHY is this import, because here the DTA can see the entire week at a glance and the “sum” hours can be seen per week and each day can be “clicked” to open the link to view the details for each page (see attachement)
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Slide notes

The details shows the clock-time “in” “meal” (out) “in” and “out” after the hours are approved the payable time will appear once the web clock runs the report.  At 12 noon and 9 PM.

Also, important, this is a way to show the employee what they actually clocked in.
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Slide notes

The details shows the clock-time “in” “meal” (out) “in” and “out” after the hours are approved the payable time will appear once the web clock runs the report.  At 12 noon and 9 PM.

Also, important, this is a way to show the employee what t\hey actually clocked in.

Then return to the weekly calendar

Weekly View
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Slide notes

As with weekly, go to view time but select monthly and “selection criteria”
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Slide notes

Once the selection criteria is entered you can see an entire month for employees and each time can be “clicked” on to see the daily details
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Slide notes

Text Captions

Select the 07.90 link
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Slide notes
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Slide notes

Again the details show the Report Time, Punch Time, and Payable times
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Slide notes
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Slide notes

Text Captions

Select the 07.93 link
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Slide notes

Text Captions

Select the Return to Calendar link
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Slide notes
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Slide notes
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Slide notes

Text Captions

Select the 11.61 link
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Slide notes
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Slide notes

Text Captions

Select the Return to Calendar link
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Slide notes

Text Captions

Select the Show Symbols check box
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Slide notes

Text Captions

Click the View Month button
Slide 24 - Slide 24
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Slide notes

Payable Daily
Slide 1 - Slide 1
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Slide notes

This view can give DTA an entire month view for each employee, this can be compared to the paycheck to verify hours have been paid or “projected” hours have been corrected.
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Slide notes

Here enter the selection critieria
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Slide notes
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Slide notes

Once the employee is selected you can view the details his pay.
Text Captions
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Slide notes

Text Captions

Select the date range, upto 31 days can be viewed in the range

Click on the Calendar icon to bring up a calendar.
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Slide notes

Text Captions

Click the Get Rows button
Slide 7 - Slide 7
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Slide notes

This is very import to be able to show the employee which hours were paid, Holiday, Vacation, Sick, Comp etc
Text Captions
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View Paycheck
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Slide notes

To view paycheck go to payroll for North America

Text Captions

Select the Produce Payroll link
Slide 2 - Slide 2
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Slide notes

Select Produce Payroll. Then review Paycheck
Text Captions

The Base Navigation Page page appears
Select the Review Paycheck link
Slide 3 - Slide 3
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Slide notes

Here enter the criteria to search by;  IE:  Employee (affiliate ID) Employee name (last) and capitalize the first letter.

Text Captions

The Review Paycheck page appears
Select the EmplID link
Slide 4 - Slide 4
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Slide 4 - Slide 4
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Text Captions

Slide 5 - Slide 5
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Slide notes

Text Captions

Select the Payroll for North America link
Slide 6 - Slide 6
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Slide notes

Text Captions

The Base Navigation Page page appears
Select the Payroll Processing USA link
Slide 7 - Slide 7
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Text Captions

The Base Navigation Page page appears
Select the Produce Payroll link
Slide 8 - Slide 8
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Slide notes

Text Captions

The Base Navigation Page page appears
Select the Review Paycheck link
Slide 9 - Slide 9
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Text Captions

The Review Paycheck page appears
Slide 10 - Slide 10
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Text Captions
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Text Captions
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Text Captions
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[image: image46.png]> ASU Customizations.
b Manager Self Senvice.

© Time and Labor
[~ Pavroll for North America

b Employee Pay Data USA
= Payroll Processing USA

< Produce Payroll

b Organizational Development
b SetUp HRS.
b SetUp SACR

- iy System Profile
- iy Dictionary

Review Paycheck

Enter any information you have and click Search. Leave fields blank for a st of all values.

Find an Existing Value

L LS

[Jcase sensitive

_searn | Clesr | pascsesrn 6 e ssencats

Search Results.

pany Pay Period End Da
HRY 07162007
HRY 0712072007

B

[
oo

Animation
(1271 x25)
0y ¥:0)

Off Cycle 7 Page # Line # Separate Check # Form identiicati
ADVICE
blank)

hitps:/fhvsa,oasis asu. edufpspfasusaprd/EMPLOYEE/HRHS/< WEBLIE_PTPP_SC.HOMEPAGE FieldFormua. Script_AppHPot_frame

Paycheck Number EmpliD
1000544844 Ruiz Miquel van
1000544844 Ruiz Miquel ivan

[V e





Slide notes

Text Captions
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Text Captions

Select the Review Paycheck link
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Slide notes

Text Captions

The Review Paycheck page appears
Select the EmplID link
Slide 16 - Slide 16
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Text Captions
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Text Captions

Select the EmplID link
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Text Captions
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Text Captions
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Slide notes

Here you can select which paycheck to view
Text Captions

Select this cell
Slide 21 - Slide 21
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Slide notes

Once the pay stub is viewed make sure to “click” on “view all” and click here to expand the column 
Text Captions

Slide 22 - Slide 22
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Text Captions

Select the Other Earnings Details 2 link
Slide 23 - Slide 23

[image: image56.png]b My Favorites
> ASU Customizations.

> Self Senice.

b Manager Self Senvice.

© Recruiting

> Time and Labor

= Payroll for North America

b Employee Pay Data USA

< Produce Payroll

= Payroll Processing USA

EmplID: 1000544844 Name: RuizMiguel lvan
Company: ASU_ Pay Group: HRY

Pay Period End: 07/16/2007

Page: 707

Line: 5 Separate Check:

Paycheck Status: Confirmed Paycheck Option: ~ Advice. Eamnings: 1.300.00
Taxes: 23028
IssueDate:  07/1612007 Paycheck Number: 543160 . prnes
[ loficycle | 'Reprint | |Adjustment | |Corected | Cashed MNet Pay: 88054
- Eamings | 1012 0
BeginDate: 071022007  EndDate: 07/08/2007 AddiLine#: 2 Reason: NotSpecified
Employment Record Number: 0 Benefit Record Number: 0 Addiional Data
Hours: 0,00 Hours: 0,00 Hours: 0,00
Rate: 16250000 Rate:  0.000000 Rate:  0.000000
Eamings: 0,00 Eamings: 0,00 Eamings: 0,00
Rate Code: Rate Code:
Rate Used: Hourly Rate shift: A shift Rate:

CTE  Comp Time Eamed
HOP  Holiday Hourly
HRY  Hourly

Hourly Rate. 350

Hourly Rate 800
Hourly Rate 3200

16.250000 56.88

16.250000 130.00
16.250000 52000

we

Code

RET  Refirement401A

RSL Refiree Accumulated Sick Leave

SAV Supplemental Retirement
Workers' Compensation

Javaseript:submitAction_wind{document. wind, PAY_OTH_EARNS_V§tabas0);

Eamings  EmplRed#
1,386.88 0
1386.88 0
1,386.88 0
1226.88 0
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[image: image57.png]b My Favorites
> ASU Customizations.
> Self Senice.
b Manager Self Senvice.
© Recruiting
> Time and Labor
= Payroll for North America
b Employee Pay Data USA
= Payroll Processing USA
< Produce Payroll

EmplID: 1000544844 Name: RuizMiguel lvan
Company: ASU___Pay Group: HRY _Pay Period End: 071512007

Page: 707

Paycheck Status: Confirmed
IssueDate:  07/1612007
[ loficycle | Reprint

| Adjustment

Paycheck Option: ~ Advice
Paycheck Number: 543150
| Corrected | Cashed

Line: 5 Separate Check:
Eamings: 130000
Taxes: 23028
Deductions: 180.18
Net Pay: 88054

- Eamings | 102 0

Begin Date: 07/0212007  End Date: 07/08/2007 AddiLine# 2 Reasom: NotSpecified
Employment Record Number: 0 Benefit Record Number: 0 Additional Data
Hours:  0.00 Hours:  0.00 Hours:  0.00
Rate:  16.250000 Rate:  0.000000 Rate:  0.000000
Eamings: 0.00 Eamings: 0.00 Eamings: 0.00

Rate Code: Rate Code:
Rate Used: Hourly Rate Shift: A shift Rate:

_ ‘Other Earnings Details 2 ! =

cE Comn Time Eamed
HOP  Holiday Hourly
HRY  Hourly

Code  Description
RET  Refirement401A
RSL Refiree Accumulated Sick Leave
SAV Supplemental Retirement
Workers' Compensation

Addto Grogziey oy
No
Yes
Yes

Javaseript:submitAction_wind{document. wind, PAY_OTH_EARNS_V§htabS0);
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[image: image58.png]b My Favorites
> ASU Customizations.

> Self Senice.

b Manager Self Senvice.

© Recruiting

> Time and Labor

= Payroll for North America

b Employee Pay Data USA

< Produce Payroll

= Payroll Processing USA

EmpiiD:

Company: ASU___Pay Group: HRY

1000544844 Name: RuizMiguel lvan

Pay Period End: 07/16/2007 _ Page: 707

Line: 5 Separate Check:

K Information
Paycheck Status: Confirmed Paycheck Option: ~ Advice. Eamnings: 1.300.00
Taxes: 23028
IssueDate:  07/1612007 Paycheck Number: 543160 . prnes
[ loficycle | 'Reprint | |Adjustment | |Corected | Cashed MNet Pay: 88054
~ Eamings
BeginDate: 071022007  EndDate: 07/08/2007 AddiLine#: 2 Reason: NotSpecified
Employment Record Number: 0 Benefit Record Number: 0 Addiional Data

Hours:  0.00 Hours:  0.00 Hours:  0.00

Rate:  16.250000 Rate:  0.000000 Rate:  0.000000

Eamings: 0.00 Eamings: 0.00 Eamings: 0.00
Rate Code: Rate Code:

Rate Used: Hourly Rate Shift: A shift Rate:

State: Az Locality:

CTE  Comp Time Eamed
HOP Holiday Hourly
HRY Hourly

Rate Used Hours
Hourly Rate. 350
Hourly Rate 800
Hourly Rate 3200

Code  Description

RET  Refirement401A 8350

RSL Refiree Accumulated Sick Leave 8350

SAV Supplemental Retirement 8350
Workers' Compensation 7550

<

Eamings  EmplRed#

1,386.88 0

1386.88 0

1,386.88 0

1226.88 0
i

Tax Method

Annualized
Annualized
Annualized

Rate Code

Javaseript:submitAction_wind{document. wind, PAY_OTH_EARNS_V§htabS0);
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[image: image59.png]b My Favorites
> ASU Customizations.
> Self Senice.
b Manager Self Senvice.
© Recruiting
> Time and Labor
= Payroll for North America
b Employee Pay Data USA
= Payroll Processing USA
< Produce Payroll

EmplID: 1000544844 Name: RuizMiguel lvan
Company: ASU_ Pay Group: HRY

Pay Period End: 07/15/2007 _Page: 707 _ Line: 5 _Separate Check:

Paycheck Status: Confirmed Paycheck Option: ~ Advice. Eamnings: 1.300.00
Taxes: 23028
IssueDate:  07/1612007 Paycheck Number: 543160 . prnes
[ loficycle | 'Reprint | |Adjustment | |Corected | Cashed MNet Pay: 88054
- Eamings | 1012 0
BeginDate: 071022007  EndDate: 07/08/2007 AddiLine#: 2 Reason: NotSpecified
Employment Record Number: 0 Benefit Record Number: 0 Addiional Data
Hours: 0,00 Hours: 0,00 Hours: 0,00
Rate: 16250000 Rate:  0.000000 Rate:  0.000000
Eamings: 0,00 Eamings: 0,00 Eamings: 0,00
Rate Code: Rate Code:
Rate Used: Hourly Rate shift: A shift Rate:
State: Az Locaiity:
Oiher Earmings betails 2 | [
Code  Description AddtoGross Pay  Tax Method Rate Code
CTE  Comp Time Eamed No Annualized
HOP  Holiday Hourly Yes Annualized
HRY  Hourly Yes Annualized

we

Code

RET  Refirement401A

RSL Refiree Accumulated Sick Leave

SAV Supplemental Retirement
Workers' Compensation

e Return to Search
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Click the Return to Search button
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