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PROCESS OVERVIEW

This guide is for department staff who approve other employee’s hourly, vacation,
compensatory and sick time. It will also allow you to approve Furlough time, when applicable.
You can either be a department time administrator or a manager in the department (depending
on how your business is set up).

In order to use the screens shown in this guide, you must have the PeopleSoft role of:

HCM Dept Time Administrator or HCM Dept Pay Manager.

NOTE: if you have people that report to you, you will already have the role of HCM Dept Pay
Manager.

Instructions for seeing what roles you already have are at this URL:
http://help.asu.edu/sims/selfhelp/SelfhelpKbView.seam?parature id=8373-8193-6084

Instructions for request a new role are at this URL.:
http://help.asu.edu/sims/selfhelp/SelfhelpKbView.seam?parature id=8373-8193-4476

It is important to be aware of the various deadlines that are shown in the Payroll Calendar
http://cfo.asu.edu/fs-payroll
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Access the Time and Labor Screens Through My ASU

Open a web browser
Go to www.asu.edu.

Click on “My ASU”

Login with your ASURITE ID and Password.
Click on “Manager” tab,

Click on “Time Management”

There are several choices to view and edit time and leave reporting - additional information is
shown if you ‘hover’ over the verbiage:
Approve Reported Time

Input Employee Time

View Employee Reported Time
Verify No Errors

Time Search Options

ASUHome MyASU Colleges & Schools A-ZIndex Directory Map | —.... SIGN OUT

Search ASU l

-
akendar

1|

My Tasks

My Employment
Time Payroll

Job Information >
Personal Information >
Time Management
Compensation >

Job Openings:> | HRF

Teaching & Student Support Tools

Faculty Activity Report
Class Search
Academic Catalog
Refer a Student

My Info » My Profile

Employee Info

W
switch to: Student Info % Help

[
| T )

3}:'

Benefits Travel ‘ Manager |

eHire
PTR | PTR Worklist
Time Management [X]

Approve Reported Time

Input Employee Time

View Employee Reported Time
Verify No Errors

Time Search Options

who may be dealing with strass.

Grading Policies and Info
Roster Contacts
Blackboard Course Request
Book Adoption Management

Last Revised: 11/16/2011
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Group ID Description D
Herberger College Of Fine Ats ~ B0501

School Of Music B0502
University At Museum B0503
School Of Theatre And Film B0504
School Of Art B0505
Dance B0506
Arts,Media & Engineering B0507
Inst Analysis & Data Admin A0701
Sustainability Initiatives A0801
Office Pan American Initiative A0901

=]
=]
=]
]
o

Search for Employees via Time Sheet

You can search for your employees in several ways:
* Individual Employee
* List Employees by Group ID, Business Unit or Workgro

==
o [©
=a=]
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I~ |oy

=3
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o
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o
=]
=]
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Timesheet Summary
52 Get Employees
Description Value
Group ID b, Q
EmplID Q
: Business UnitDescription |
Empl Red Nbr Q A0101 A-Presidents Office
J B0101 B - Provost Tempe
N ] €0101 C - Public Affairs
Last Name a Q D0101 D - Business & Finance
Jr* ) E0101 E - Research
: F0101 F - Student Affairs
FirstName Q 60101 G- West
X . 1 HO0101 H - Board of Regents
Business Unit —TEr— | I- Polytechnic
. g J0101 J - Intercollegiate Athletics
[ ] L0101 L - Student Initiatives
Workgroup / Q 10101 M - Downtown Phx
ostion Numper | TEECETTEEE ' o | | | EEES————
osiuon Number i iqi D -
ACBEN  Academic Benefit Eligible . J 0101 Q- VP Education Partnerships
ACDNOB Academic Non-Benefit Eligible RO101 R - VP ASU On-line
HBEN Hourly Benefit Eligible u0101 U - Technology
HNOB Hourly Non-Benefit Eligible
SBEN Salaried Benefit Eligible
SNOB Salaried Non-Benefit Eligible
STU Students

Show lists of employees
You can use the fields: Group ID, Business Unit and/or Workgroup to show you a list of
employees that you have access to as a DTA, based on your security.

For example, you want to view Students in the Downtown Phx area. You would enter:
Workgroup: Students
Business Unit: Downtown Phx

Note: Workgroups dictate which TRCs are available on the time sheet for each employee.
Group ids put employees in one or more groups and give the DTAs access to certain groups
of employees. Each DTA has access to at least one group id.

Show one employee

You can search for a single employee: EMPLID (10 digit number, beginning with 1000 or
1200), First Name, Last Name and/or Position number. Note: Capitalize the first letter of the
name fields.

Once you have set your search criteria, click on “Get Employees” button.

Last Revised: 11/16/2011 Page 50f23
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Search by Group ID:

Depending on your circumstance, the employees you approve time for may all report into a

group.

To find your group ID — follow these steps:

1) Click on the magnifying glass next to the “Group ID” field”

Gowp | Q
2) Click on “Advanced Search”

Search by: iGroup ID v:beginswith'

/

Look Up Cancel | Advanced Lookup

Click “Look Up”

oL

Change the Description from Begins with to contains
Type in a word that you think may be in your group’s description.

Look Up Value

GroupID: | pegins with v||

Description:| contains _ ¢ |/training 4
, 3} sV |

Look Up | Clear | Cancel |BasicLookug
5
Search Results

1-20of 2

Group ID Description Short Description
6 D0586 CC Training U0103005
00281 Training & Web ManagementE0501006

Once you find your group number, you can type it into the “Group ID” field to quickly list
the employees you need to approve time for. (you can also click on it directly)

Last Revised: 11/16/2011
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Approve Employees’ Time via Reported Time Screen

Timesheet Summary

| ~ Employee Selection Criteria | Get Employees

Description Value

Group ID l ]Q
EmpliD | Q
Empl Red Nbr | Q
Last Name { la
First Name l ]Q
Business Unit ’E0101 }Q
Workgroup IACBEN ‘O\
Position Number ’ ‘Q

Select an employee and click on the approve or deny button below to approve or deny the employee’s
time. Click on the employee’s name to view, approve and/or deny the employee’s time. You may select
different view by options - by week, by date, all time before or all time after the specified date.

Ifthe Select box is grayed out, this employee has sponsored funding. To approve/cerify the effort, click on the Show
Employees name.

View By: | Week N Date: |03/23/2009 |[5)] (2 Refresh | == Previous Week Next Week ==

Office of Human Resources Message

The deadline for T & L approval is noon on Monday of pay week. The deadline has passed. Please
contact the payroll representative to ensure that your employee is paid.

Employees For Paul Stoll, Time Needing Approval From 03/23/2009 - 03/29/2009

Select Name Job o Hours to be Reported Scheduled Exception Approved/Submitted
Description Approved  Hours Hours Hours

l?) FirstName LastName  Professor 8.00 8.00 0.00 0.00

U [] EirstName LastName /I:?osfgfssor 12.00 12.00 0.00 0.00

[J EirstNan @ AstName éfsfzgsor 10.00 10.00 0.00 0.00

Select All [C) clear All

Approve Selected | ?J Deny Selected

Report Time

This is an example of the “Reported Time” screen. Notes about this screen follow on the
next page.
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From here, you can approve hours of one or more employees.
1) Click on the check boxes next to the employees whom you want to approve and
2) Click on “Approve Selected” or “Deny Selected”. All entries for that employee will be
approved or denied.

Tip a: You can go one level deeper by clicking on an employee’s name and then approving or
denying individual entries. See below for further directions.

Tip b: If the selection box is grayed out, but there are hours to approve, the employee has
effort reporting hours. You must approve them on the detail screen by clicking on the
employee’s name.

Tip c: If you have navigated to a time period in the past, you will see this message. It warns
you that you are dealing with data in the past and that the employee’s pay will not be affected
by your changes.

Once you click on “approve selected” or “deny selected” you will see two more screens.

The first screen allows you to cancel if you made a mistake.

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

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

oK Cancel

Click OK to continue.

The second screen will show that the changes you made have been confirmed.

Timesheet

Approve Confirmation

v

The Approve was successful.

Click OK to confirm.

Last Revised: 11/16/2011 Page 8 of 23
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Approve, Deny, Edit, Add or Delete Time for an Employee

When you click on an employee’s name, you can then approve or deny individual entries in
their record.

Timesheet
Joe Employee EmplID: 100000000
Job Title:  Student Worker Il EmplRcd Nbr: 0

@ Click for Instructions b Hourly Rate 8.00
ewby. [Tme Period ] “Wfle: 03002008} (Zshesh) e Time pariod Colbt Time pe
View By: |Time Period v ate: |03/09/2009||[3) (£ Refresh | << Previous Time Period xt Time Period ==

Reported Hours:  15.00 Hours  Scheduled Hours:  0.00 Hours == Previous Employee Next Employee ==

From Monday 03/ 09 to Sunday 03/22/2009
{ Timesheet }

Mon Tue Wed Thu Fri Sat  Sun Mon Tue Wed Thu Fri Sat Sun
319 310 311 312 313 314 315 316 317 318 319 320 321 3122 Total Time Reporting Code

I Il | || 3s0][ 6.00][ 350]| 200| I I | 15.00 [ STH - Student Regular Hours v| [=]
Submit/Certify (EIJ
© Reported Time Status - click to hide
Select Date Status Total Time Reporting Code Comments
O 03/16/2009 Needs Approval 3.50 STH Q
[0  0317/2009 Needs Approval 6.00 STH O
[0  03/18/2009 Needs Approval 3.50 STH @)
[0  0319/2009 Needs Approval 2.00 STH (@]
Select All eselect All Approve Selected e Deny Selected |
a —r

o Reported Hours Summary - click to view
© Balances - click to view

View Paycheck
Return to Select Emplovee

The steps involved include:
Tip a:
Use the “Select All” and “Deselect All” to mass select/unselect entries.

Tip b:
Use the “view by” and “Date” features to change the time frame.
Typically, you will view by time period (2 week intervals).
If you navigate to the past, a warning message will appear.

€ Click for Instructions Hou
View By: | Week 4] Dpate: [09/05/2011 [5] (2 Refresh |

'

Reported Hours; d Hours: 0.00 Hours

Reported time on or before 09/18/2011 is for a prior period.

From Monday 09/05/2011 to Sunday 09/11/2011

Tip c:
Use these links to quickly jump to new time periods and/or a different employee.

Last Revised: 11/16/2011 Page 9 of 23
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Tip d:
If your security access and business process allows is correct, you may have the ability
to add and edit hours to the employee’s record.
If the new hours are of a different TRC -Time Reporting Code (for example, vacation
instead of regular)
Click the + sign at the right end of the last row to add a new row of data.
Put in the number of hours and TRC.
Click on “Submit/Certify”.

Tip e:
Approve or Deny the hours by clicking these buttons.
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Approve, Deny, Edit, Add or Delete Time for an Employee - Including Effort

Reporting detail information

If the employee has effort reporting hours, you must approve their hours by clicking on their

name in the “reported time” or “timesheet” screens in order to show this detail.

The links to approve or deny their hours are shown after the table listing the Effort reporting

hours.
Timesheet
Name EmplID: 100¢
Job Title:  Office Specialist Sr EmplRcd Nbr: 0

€ Click for Instructions
View By: Date: 041061200915 (2 Refresn) << Previous Week Next Week >>

Reported Hours:  40.00 Hours  Scheduled Hours:  0.00 Hours == Previous Employee Next Employee ==

From Monday 04/06/2009 to Sunday 04/12/2009
F Timesheet  |[F=)

Mon Tue Wed Thu Fri Sat Sun
4/6 47 48 4/9 410 411 412  Total Time Reporting Code

8.00 | [8.00 | [8.00 | (800 |[s00 || |[ | 40.00 |HRY - Reg Hours v =

Current funding accounts

ACCT Distrb |Job Position |Position
Acct Effdt CODE Acct Descr % Effdt Num Descr DeptiD | Dept Descr Spnsr
DECISION CENTER Office Institute Of
101/ 5 102/ 5
07/01/2008 |BTS0015 FOR ADESERT C 100.000(09/02/08 (118815 Spedalist Sr E1101 Sustainability Y
Hours submitted/certified by below funding accounts by user.
ACCT Distrb |Job Position |Position
Acct Effdt CODE Acct Descr % Effdt Num Descr DeptlD | Dept Descr Spnsr
DECISION CENTER Office Institute Of
101/ 5 noJ
07/01/2008 [BTS0015 FOR A DESERT C 100.000(09/02/08 (118815 SpedalistSr E1101 Sustainability Y
i DECISION CENTER iy Office Institute Of
7101/ S0015 1 9/02/08 815 L R
(008 BTSGH FORADESERTC 1000000502108 111861 Specialist Sr Eti Sustainability B
- DECISION CENTER Office Institute Of
07/01/2008 |BTS001 FOR ADESERT C 100.000(09/02/08 [11881 Spedialist St E1101 Sustainability Y
- DECISION CENTER ) Office Institute Of
5 1 9/02/08 5 L T
07/01/2008|BTS0015 e s pEserTc | 100-000(09/02/08 1118815 1o alist sr |E1797 |sustainability B
DECISION CENTER Office Institute Of
101/, 5 0 102/ ) o N L
07/01/2008 |BTS001 FOR A DESERT C 100.000[09/02/08 [11881 Spedalist Sr E1101 Sustainability Y
Submit/Certify |
O Reported Time Status - click to hide
Select Date Status Total Time Reporting Code Comments
| 04/06/2009 Needs Approval 8.00 HRY Q
O 04/07/2009 Needs Approval 8.00 HRY O
O 04/08/2009 Needs Approval 8.00 HRY Q
O 04/09/2009 Needs Approval 8.00 HRY Q
[  04/10/2009 Needs Approval 8.00 HRY O
Select All Deselect All Approve Selected Deny Selected |

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

View Paycheck
Return to Select Employee
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Figure 20: Manage Exceptions with EmplID Search Criteria

File Edit View Favoites Tools

; Exceptions - Microsoft Internet Explorer

Help.

GBack » = - () [2] A | QSeach (ifFavorites PMeda 4| DN Shoml = 4L

PeopleSoft.
[Menu 8

Search:
®

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

— My Dictionary

Manage Exceptions

=2 Get Employees

Description Value

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

Pasition Number

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

» Filter Options

Find  First ({401 (¥ Last

Overview Y\ Defails |

Allow ExceptionID  Description Date Name Severif
- 05/2212007

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

Allow All
Save

GoTo: Manager Self Service
Time Management

Clean Up Exceptions

Add to Favorites Sign out

New Window | Help | Customize Page | &, =

@

I
=

Click on the Get Employees button to recall the employee’s exception listing. The system searches for
Exceptions under the EmplID and returns to the Manage Exceptions screen showing that none were
found. The corrections made by the DTA on the have cleared both exceptions. All Reported Time will
be converted to Payable Time with the next run of the Time Administration process.

Last Revised: 11/16/2011
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Figure 13: Manage Exceptions Page With No Exceptions Found duplicate

File Edit View Favoites Tools Help
GBack v & - (D 4| Qseach [ilFavoites @Meda 4| B\ S ml 5] 4

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

PeopleSoft. oo
[Menu 8

earch: 5

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

[ Self Service -
B e Selectio :
> Manager Self Service - Get Employees

< Time Management Description Value

[ Manage Schedules Group ID Q

< Approve Time and

Exceptions EmpliD 100584859 Q
— Reported Time

— Payable Time LastName Q
epaimen e

— Overtime Reguests

Sign out

New Window | Help | Customize Page | &

— Absence Requests Position Number Q
> Report Time
D View Time
— Manager Search Options There were no employees found based upon your selection criteria.
Manager Search Opltions
> Job and Personal Allowing an exception will enable the time to be processed and create payable time without having to
Information resolve the exception. Once an exception has been allowed, it will no longer appear on this page.
> Compensation and Stock Time that has an exception with a Low or Medium severity level will still create payable time.
[ Learning and Exceptions with a source of Time Administration can only be resolved by running the Time
Development Administration process. Time that has an exception with a High severity level will not create payable
[> Performance Management time.
> Recruiting » Filter Options
< P~
[> Benefits Click this button to resolve non-setup related exceptions once reported time has been Cloan Up Excont
[ Compensation corrected using the Timesheet page. This button will only resolve exceptions with & 2aniCpIExcaplons;
> Time and Labor source of Time Validation-Elapsed or Punch.
[ Payroll for North America Allow Al
> Global Payroll & Absence

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

|~ My Dictionary
|&] Done 118 @ Intemet

The DTA can now enter another EmplID to review exceptions for another employee, click on other links
or menu listing to begin other tasks or click on |l to leave the system.
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Weekly Time Calendar View

ORACLE’
Home Add to Favorites Sign out
=
Search: New Window | Help | Customize Page | &, &
b My Favorites i ;
b ASU Customizations Weekly Time Calendar
[> Self Service = =S
< Manager Self Service _ EmpfoyAee Selection Criteria Get Employees
< Time Management [bescripton ~~~ [vawe |
[> Approve Time and Group ID ’7Q
Exceptions

> Report Time EmpliD 100 Q
< View Time
— Monthly Time Calendar Empl Red Nbr
— '.‘.‘eem Time Calendar LenEme [
— Daily Time Calendar ‘

— Payable Time Detail FirstName

— Manager Search Options . ;
1> Recruiting Business Unit
[ Time and Labor
[ Payroll for North America
[ Organizational Development Position Number
[> Set Up HRMS
[> Set Up SACR
— Careers

‘Workgroup

Felpellyellyellye)

— My System Profile © Ciick Icon for Instructions
— My Dictionary
Daily Time Calendar ‘Weekly Time Calendar Monthly Time Calendar

View Criteria

Week of: 07/16/2007 [ Previous Week Next Week I

(*) Reported Hours [ Payable Hours

Show Schedule Show Holidays Show Planned memmn‘

Show Training Hour j EE— Show Exceptions

Job Title [T Click the View Week button i A e
0712312007 | 07/24/2007 | O 12812007 | 0712912007

Tech Support Analyst Assoc U5.0Y 08.24 |[REG-1592||REG-13.06||REG-08.00 - = 53.32 Miguel Ruiz v
| >

Weekly Time Calendar

Miguel Ruiz

J/ Trusted sites #100% -

Reported Hours

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

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

Step 3 — Click Get Employees

Step 4 — Click on the radial button titled Reported Hours

Step 5 — Click a checkmark into the Show Symbols area. This will color code the various types of pay
an individual has generated. Eg. REG hours are green.

Step 6 — Click on the View Week button to bring up Reported Hours.

Payable Hours
Step 1 — Click on the Payable Hours radial button.
Step 2 — Click on the View Week button.

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

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

Weekly Time Calendar

Job Title Monday | Tuesday |Wednesday | Thursday | Friday Saturday | Sunday WEmployee

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

The Payable Hours view in the system shows the quantity of hours for which the person will be paid. It

reflects all adjustments made by the system. Employees can see this view.

Some additional codes; in the PAYABLE time when reviewing/calculating employees hours;
HOP = holiday pay
CES5 = the time and V2 (portion) for overtime pay shows up w/ CEP, then this is the time and %
so for 2.75 (CEP) this would show as 1.375 paid
CEP = comp time paid, this is the hours IE: 2.75 paid at straight

CTE = comp time earned
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Payable Time Details
Figure 31

ORACLE’
om o

Search:

\ |®

> My Favorites
> ASU Customizations

D Self Service Select Employee
> Manager Self Service
< Time Management
> Approve Time and | - Employee Selectio Get
Exceptions -
b Report Time Description Value
< View Time Group ID Q
— Monthly Time Calendar
— Weekly Time Calendar EmpliD 1000544844 Q
— Daily Tlm Calenar Empl Red Nbr I: Y
— Payable Time Detail —_
~ Manager Search Options~~ LastName [ Q
[ Recruiting .
1> Time and Labor FirstName Q
[> Payroll for North America "
>0 Ul D Unit I—Q
b Set Up HRUS Workgroup [ la

[> Set Up SACR

— Careers

— My System Profile
— My Dictionary

Position Number

[ =

Employees For Amanda Palma |

Add to Favorites Sign out

New Window | Help | Ci Page | 5,

North

Name Employee ID Job Code Job Description Business Unit Location Workgroup Reports To Position Number Position Number American
Paygroup

NigkeEG0 1000544244 172290 1o SUPPOANalSt - yygq94 DTPHX HBEN 110984 117439 HRY

col Select the Mis ! R*+i= link

0
Time Management
< 2>
/ Trusted sites #100% -

The Payable Time Detail view lists the status of an employee’s pay.

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

Step 2 — After entering your search data, click Get Employees.
Step 3 — Click on the employee name you wish to view.

Last Revised: 11/16/2011
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ORACLE’
Search:
®

> My Favorites il
b ASU Customizations Payable Time Detail

[> Self Service
<> Manager Self Service
< Time Management
> Approve Time and
Exceptions Click on the Calendar icon to bring up a calendar.
[ Report Time Payable Time Detail disg

= View Time

— Monthly Time Calendar start Date ‘407/2012007 [W] End Date |07/26/2007 | Get Rows

— Weekly Time Calendar

— Daily Time Calendar x S ) ]
j IChoose a date (a5} |
— Payable Time Detail Payable Time Choose a date (Alt+5) ———

Miguel Ruiz EmplID: 1000544844

Job Title:  Tech Suppc

— Manager Search Options Overview Y Time R

> Recruiting .
[> Time and Labor Date Status ORACLE Home
> Payroll for North America
1> Organizational Development Taken - Us =
[> Set Up HRMS 07/20/2007 Search:

by Payroll arch:
 Carears @
~ Careers 0712312007 Ia';e" e
— My System Profile y Payroll § > My Favorites .
- My Dictionary 0712412007 T2ken-Usd b ASU Customizations Payable nme Detail

by Payroll | > Self Service

' Manager Self Service Miguel Ruiz EmplID: 1000544844
Taken - Us N
0712512007 "o o | ¥ Time Management
Y Fay [> Approve Time and Job Title:  Tech Support Analyst Assoc Empl Red Nbr: - 0
0712612007 T3ken -Us Exceptions
by Payroll > Report Time Payable Time Detail displayed for up to thirty-one days.
< View Time
Return to Se}

~ Uontnly Time Calendar o pate (071022007 |5 gnapate 0772612007 |5 GHitRBOYS

— Weekly Time Calendar

— Daily Time Calendar
— Payable Time Detail Boynssiiane : |

— Manager Search Options { Overview '\ Time Reporting Elements ' Task Reporting Elements Click the Get Rows button —

> Recruiting Time
E ;ime ﬁ';d I;\labr;:l\m ) Date Status Reporting Type  Quantity UserID Taskaroup
ayroll for Nol erica Code
[> Organizational Development -
b SetUp HRMS 077202007 T2Ken-Used  jpp Hours  8.000000 NONE
b SetUp SACR ByEayol
— Careers 072312007 T2KeN-USed gy Hours 8500000 NONE
. |- v Svstem Profile by Payroll
Step 4 — Click on the calendar i 2o 0712412007 T3KeN-Used oy pours 8250000 NONE
by Payroll
Step 5 — Click the Get Rows bu 0712512007 I?‘;z';,r‘oﬁ:se" HRY  Hours 8000000 NONE
. . Taken -
Step 6 - VleW Payable Tlme D( 0712612007 D?Pe:ymlﬁ'sed HRY Hours  8.000000 NONE

Return to Select Emplovee

Correcting and Managing Time Exceptions
There are a few departments at ASU who do need to correct and manage time exceptions.

This needs to be done on a one-to-one basis working with the Payroll Representative for that
department. Contact your Payroll Representative for management of time exceptions.

DTA Policies

DTAs must maintain all records pertaining to time reporting, including approvals for paid time
off for 3 fiscal years.

If an employee's hours didn't get reported and the new pay period has started:

If an employee’s hours did not get reported and a new pay period has started, and if the
employee’s hours are within 14 days the hours can be reported then approved by the DTA. If
the hours are after 14 days a Payroll Action Request will need to be submitted to pay the
employee the hours worked.

To view a description of DTA responsibilities please go to URL:
http://cfo.asu.edu/fs-timereporting
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Employee Self Report Time and Leave

Employees can easily report their time from My ASU. This is found in the upper right corner of
the My ASU screen. Employees can click on Time and Leave Reporting to report their hours.

| My Info | My Profile | My Stuff |

Student Info Faculty / Employee Info 0

My Compensation My Tools
( Time ] Payroll . Benefits @
Leave Type Taken This Year Scheduled Balance ==
Vacation 16.00 0.00 116.86 E-mail
Sick D.OO 0.00 220.02
Furlough @ 40.00 56.00 0.00 ‘.@‘
Time and Leave Reporting | Payable Time My Apps
2 AskHR | Job Openings
o

When clicking on the Time and Leave Reporting link, they will see the below screen.
Notice - the text that informs them when they will be paid.

*ARIZONA ST ATE ASU Home MyASU Colleges & Schools A-Z Index Directory Map Martha SIGN OUT
UNIVERSITY Search ASU | search |
My ASU My Info My Profile *
New Window | Help | Customize Page | £
Timesheet
Empl ID:
Job Title:  Designer Instructional (IT) Empl Red Nbr: @

€ Click for Instructions
View By: | Week 4] Dpate: [10/17/2011 [ (2 Retresh | << Previous Week Next Week >>
Reported Hours:  0.00 Hours Scheduled Hours: 0.00 Hours

Office of Human Resources Message

The hours entered for this pay period must be approved by your Supervisor before 12 noon on Monday 10/31/2011
for payment on Friday 11/4/2011 .

From Monday 10/17/2011 to Sunday 10/23/2011

imesroo WD

Mon Tue Wed Thu Fri Sat Sun
1017 10118 |10119 |10/20 |10/21 10/22 |10/23 |Total Time Reporting Code

s =]
[ [ [ [ [ ) = @
\ \ [ \ [ ) =] ]
Submit
€ Reported Time Status - click to hide

0.000000

€) Reported Hours Summary - click to view
€ Balances - click to view
View Paycheck
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Approve Time via PeopleSoft Screens
For personal preference, or if My ASU is unavailable, you can access the time and labor
screens directly in PeopleSoft.

1) Open a web browser and go to https://hrsa.oasis.asu.edu
2) Login to Peoplesoft using your ASURITE ID and password.

ORACLE
PEOPLESOFT ENTERPRISE
User ID: I:] Select a Language:

English Espafiol

Password: I:] Dansk Deutsch
Francais Francais du Canada

m ltaliano Magyar

Nederlands Norsk
Polski Portugués
Suomi Svenska

To settrace flags, click here

Cestina BFiE

Navigate to the time and labor screen by clicking on these menus:
Manager Self Service > Time Management

Q " on ASUSASUP 10/18/2011 i
Home | AddtoFavorites | Signout
Faw:lrites MainvMenu
Search Menu: @ E) Help
-~
v
Menu {3 ASU Customizations
Search: 3 Self Service »
(] Effort Reporting »
b My Favori ) manager Self Service
i ASU Cust - (] Time Management
> Self Servii D Recrumng g
[> Effort Rep (] Workforce Administration ~(J Job and Personal Informat B3 Manage Schedules '
[> Manager : 3 Benefits {1 Compensation Approve Time and Exceptions 4 L
> Recruiting ~ i . . N
I>Workforcg {3 Compensation {1 Learning and Developme epor;ﬂme }
> Benefits (3 Time and Labor (3 Performance Managemght ime .
> Compensi ) pavroll for North America Manager Search Options
I> Time and
&> Payroll for (1 Global Payroll & Absence Mgmt
[> Global Pa (3 Payroll Interface
P Payroll Int ~; workforce Development
[> Workforce -
> Organizat (*3 Organizational Development
[> Enterprise (] Enterprise Learning
I Workforce -~ workforce Monitoring
[> Pension .
[> Campus ¢ (1 Pension N
[> Student R (] Campus Community v
Reported Time / \ - \
See only those TimeSheet: Time Calendar
employees with hours See all of your See hours submitted by all
that need to be employees — of your employees at one
approved. Approve all Approve time 1 glance
at once. employee at a
time.
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The links shown here work identically to the screens you access via MyASU.

Appendex

Examples of Time Reporting Codes (TRCs) by Position Type

Houry TRCs
Time Reporting Code

HRY - Reg Hours v

Salaried

Time Reporting Code

BEP - Bereavement Leave Hourly
CAB - Call Back

CTH - Comp Time Taken Hourly
,CTX - Comp Time Officers
THOP - Holiday Pay Hourly

HOU - Unpaid Holiday

HRY - Reg Hours

JRP - Jury Duty Pay Hourly

MIP - Military Leave Pay Hourly
PTP - Parental Leave Hourly
SCP - Sick Leave Hourly

SNP - Unpaid Sick

STB - Standby Pay

UPH - Unpaid Hours

VAH - Vacation Hourly

VNP - Unpaid Vacation

BER - Bereavement Leave Exem

JRY - Jury Duty Pay Exempt
MIL - Military Leave Pay Exempt
PTL - Parental Leave Exempt
SCK - Sick Leave Exempt

VAC - Vacation Leave Exempt

Academic Professinal ACD

Time Reporting Code

A12

Time Reporting Code

BER - Bereavement Leave Exem

JRY - Jury Duty Pay Exempt
MIL - Military Leave Pay Exempt
PTL - Parental Leave Exempt
SCK - Sick Leave Exempt

Student

Time Reporting Code

STH - Student Regular Hours

BER - Bereavement Leave Exem
JRY - Jury Duty Pay Exempt

MIL - Military Leave Pay Exempt
PTL - Parental Leave Exempt
SCK - Sick Leave Exempt
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Employment Definitions for PeopleSoft Implementation

Regular/Temporary Status:
Regqular — a position which is considered to be part of the established staff compliment; will be
recurring from year to year.

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

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

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

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

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

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