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PROCESS OVERVIEW

This guide is for users in a department who are responsible for approving employee’s
timesheets. The types of time that may need to be approved include hourly, vacation,
compensatory and sick time. 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

NOTE: if you have employees that report to you, you should have the role of HCM Dept Pay
Manager.

It is important to be aware of the various deadlines that are shown in the Payroll Calendar
http://cfo.asu.edu/fs-payroll

Last Revised: 7/28/2015 Page 3 of 27


http://cfo.asu.edu/fs-payroll

Business Process Guide - HCM - Release 9.2

Department Time Administrator

Accessing Time and Labor Screens via 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 click on the verbiage:

Approve Reported Time — See all employees —View individual timesheets, view details
Input Employee Time — See which employees have hours that need to be approved.

Approve all at once.

View Employee Reported Time — See hours put in by all of your employees at once

glance
Verify No Errors
Time Search Options

. ., . ASU Home MyASU Colleges & Schools * Map & Locations ¥  Directo beraman= SIGN OUT
Hl ARIZONA STATE Y < ’ v
UNIVERSITY Search ASU Q
c —
My ASUU Home Resources Service Teaching  Profile student B2 Help
1
- Announcements | News | Sports | Arts | State Press My Tasks
ASU Wi-Fi upgrades to improve security TO DOs:
Roommates wanted for research study Test for MyASU To Do
ASU community to attempt to break world record for hunger relief
K . . My ASU To Do Checklist Test
Supplier Showcase shares goods, services with ASU community
& MyASU Test for Cheeklist
lterns
i‘ ASU Events | Academic Calendar | Holidays | Payroll Calendar
€ S Nov 11, 2014 - Veterans Day Dec 25, 2014 - Winter Holiday
Nov 27, 2014 - Thanksgivin Dec 26, 2014 - Winter Holida
m g. X . v My Employment
we’ Nov 28, 2014 - Thanksgiving Jan 01, 2015 - New Year's Day
!“ Time Payroll Benefits Travel Manager
J— Job Information PTR PTR Worklist
% My Help Personal Information Online Renewal
n Service  Self Support IS L EEEETEN Time Maﬂagement Position. Management
— - Recruitment HR Business Center
Faculty and staff now have easier access APprove Reported Time BrassRin
I ASU. Visit the Service tab and use the ney  Input Employee Time g
O View Employee Reported Time Job Openings | HR Forms
Veerify No Errors
E Time Search Options
Teaching & Student Support Tools
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To Approve, Enter, and View Employees via Time Sheet

You can search for your employees in several ways:

e Employee ID

e List Employees by Time Reporter Group, Business Unit or Workgroup
Approve Reported Time
Timesheet Summary

Employee Selection

Employee Selection Criteria l Get Employees

Selection Criterion Selection Criterion Value

! Clear Criteria
Time Reporter Group

Employee ID Save Criteria
Empl Record

Last Name

First Name

Business Unit

Workgroup

Position Number

\

Business Unit Description
A0101 A - President's Office
BO101 B - Provost Tempe
Co101 C - Public Affairs
Workgroup Description D0101 D - Business & Finance
ACBEN  Academic Benefit Eligible E0101 E - Research
ACDNOB Academic Non-Benefit Eligible FO101 F - Student Affairs
HBEN Hourly Benefit Eligible G0101 G - West
HNOB Hourly Non-Benefit Eligible HO101 H - Board of Regents
SBEN Salaried Benefit Eligible 10101 | - Polytechnic
SNOB Salaried Non-Benefit Eligible J0101 J - Intercollegiate Athletics
STU Students L0101 L - Student Initiatives

Show lists of employees
You can use the fields: Time Reporter Group, 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 click on the
Look Up icon (Magnifying glass) and choose L0101 L — Students Initiatives and STU for
Students:

Workgroup: Students

Business Unit: L0101

Note: An employee’s workgroup dictates which Time Reporting Codes (TRC’s) are
available for them to report
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Show one employee

You can search for a single employee: Employee ID (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.

Search by Time Reporter Group:

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 “Time Reporter Group” field”

Time Reporter Group

~
2) Click on “Advanced Lookup”

Search by: |GrouplD v bEQiﬂS‘y

Look Up Cancel |Advanced Lookup

3) Type in a word that you think may be in your group’s Description.

4) Click “Look Up”

5) Click directly to the Group ID number

6) Click “Get Employees” button to list the employees you need to approve time for.

Look Up Time Reporter Group
Help

Group ID: |begins with ¥ ||

Description:| begins with ¥

4

Look Up Clear Cancel |Basic Lookup

Search Results

Only the first 300 results of a possible 2072 can be displayed.
Wiew 100 First /4 1-3000f300 ) Last
Group ID Description Short Description
00001 Office Of The President A0101

5' 00002 American Indian Initiatives AD101001

Report Time
Timesheet Summary

Employee Selection 6

Employee Selection Criteria Get Employees

Selection Criterion Selection Criterion Value

) [ ) Clear Criteria
Time Reporter Group _C-321| [,

Save Criteria

Employee ID
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Approve Employees’ Time via Reported Time Screen

There are a couple of different ways to approve employee’s time. It is best practice to review
each employee’s time detail so you can ensure that the right time reporting code was used.

This is an example of the “Reported Time” screen.

Approve Reported Time
Timesheet Summary

Employee Selection

Employee Selection Criteria Get Employees

Selection Criterion Selection Criterion Value
Time Reporter Group 01321 OJ ST

Employee ID OJ Save Criteria

Empl Record @,

Last Name @,

First Name @,

Business Unit @,
Workgroup @,

Position Number @,

(I the Select box is grayed out, this employee has sponsored funding. To approvel/ceriify the

effort. click on the Employees name. L

Change View

*View By | Week v ¥ Show Schedule Information
Date 0g/01/2014 & Previous Week Mext Week

Employees For Geraldine Peterson, Time Needing Approval From 09/01/2014 - 09/07/2014 (7 Personalize | Find

Time Summary Demographics
Select Last Name First Name Job Title Hoursighe Reported Schedilcd Excepti A Hoc;”s Benicd
Approved Hours Hours EER ngg;‘;fng Hours
1 E--- T a Payroll Specialist Sr 40.00 40.00 0.00 0.00 0.00
lB C Surp-ee=n Student Worker |1 20.00 20.00 0.00 0.00 0.00
Approval (% A
Select All Deselect All Approve Deny
2

Report Time
Manager Self Service

Time Management

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” or “Deny”. All entries for selected employees will be approved or
denied.
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Best Practices

Tip A: You can go one level deeper by clicking on an employee’s last 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 be affected by
your changes if the changes are made within 112 days (previous 8 pay periods). If a time
adjustment is needed after 112 days (previous 8 pay periods) a PAR will need to be submitted
to payroll. (See Making Timesheet Adjustments)

Message

Are you sure you want to approve the time selected? {13504,2500)
Once Approved the status cannot be reverted back.

Select Yes to confirm and complete the status change, No to return to the page without updating the status.

Yes Mo

Note: Remove any zero (0) hours reported as this will create a “High Severity Exception”.
Contact your payroll representative for further assistance.

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.
Click Yes to continue.

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

Timesheet

Approve Confirmation

V Selected transactions were successfully approved.

OK

Click OK to confirm
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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
Sergrrzn Gl ™

_____ - iy
Student Worker 11l

Select Another Timesheet 2
*View By| Week v
*Date[09/01/2014 | 2,
Scheduled Hours 0.00 Reported Hours 20.00

From Monday 09/01/2014 to Sunday 09/07/2014 (2

Mon Tue Wed Thu Fri
91 92 93 94 95
4.00 4.00) 4.00) 4.00 4.00
Submit/Cerlify
Reported Time Status Exceptions Payable Time
Reported Time Status
Select Date Reported Status Total TRC
09/01/2014  Meeds Approval 4.00 STH
09/02/2014 Meeds Approval 4.00 STH
09/03/2014  Meeds Approval 4.00 STH
09/04/2014  Meeds Approval 4.00 STH
09/05/2014  Meeds Approval 4.00 STH
Approval 1
Select Al Deselect All

View Paycheck

Return to Select Employee

Approve

Employee ID 12777777 38
Empl Record 0
Earliest Change Date 09/27/2013 Hourly Rate 8.€7
Previous Week Next Week 3

Previcus Employee  Next Employee

Sat Sun

P o7 Total Time Reporting Code

20.00 | 5STH - Student Hourly Regular Wages ¥

1-50f5

Comments

Personalize | Find | &% | (55

Description

Student Hourly Regular Wages
Student Hourly Regular Wages
Student Hourly Regular VWages
Student Hourly Regular Wages

Student Hourly Regular Wages

5

The steps involved include:
Step 1:

Step 2:

Typically, you will view by calendar period (2 week intervals).
If you navigate to a previous pay period, a warning message will appear.

Step 3:

Use the “Select All” and “Deselect All” to mass select/unselect entries.

Use the “view by” and “Date” features to change the time frame.

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

Step 4: If your security access and business process allows, you may have the ability to add

and edit hours to the employee’s reco

rd.

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.

Enter the number of hours and click on the drop box for Total Time Reporting
Code to choose the correct TRC. Remove incorrect entry. Do _not enter zero (0)
to the employee timesheet as this will create a “High Severity Exception”.
Click on “Submit/Certify”.

Step 5: Approve or Deny the hours by clicking these buttons

Last Revised: 7/28/2015
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Department Time Administrator

Timesheet

Employee D “ooe.o..od

Empl Record 0
Earliest Change Date 10/20/2014
Select Another Timesheet
*View By | Week v Previous Week  NextWeek
*Date [10/27/2014 [

Scheduled Hours 0.00 Reported Hours 0.00

From Monday 10/27/2014 to Sunday 11/02/2014 (2

Mon Tue

Wed Thu Fri Sat Sun .
10127 10128 10128 1030 10131 111 1112 e i s e
Submit
Reported Time Status Leave / Compensatory Time Exceptions Payable Time
Reported Time Status Personalize | Find |2 |2 10f1
Date Total TRC Description Comments
0.000000

View Paycheck

Beturn tn Select Emolovee

B [+ #
O] [ [

Tabs at the bottom of the Timesheet:

Reported Time Status tab — shows the hours that needs DTA approval

Leave/Compensatory Time tab (applies to Benefit Eligible employees) — shows different
types of leave plan and the corresponding balance that is available to use

Exceptions tab — shows the hours that have a status of Unresolved. Exceptions that have

“‘Low” or “Medium” severity can be process within the department.

High” severity exception needs to be researched. The most common high severity exception is
a zero entered on the employee timesheet, as seen below. Best practice is to inform your
employees to leave it blank if there are no hours to report for a day. Contact your payroll

representative for further assistance.
From Monday 01/26/2015 to Sunday 02/01/2015 (2
Mon

Tue Wed Thu Fri Sat Sun
1126 1127 1128 1/29 1130 131 21
|
8.00 8.00 8.00 8.00 32.00
8.00 8.00 16.00
0.00
Submit/Certify
Reported Time Status Leave / Compensatory Time Exceptions Payable Time

Reported Time Status

Personalize | Find
Date Reported Status Total TRC Description Comments
01/26/2015  Approved 8.00 HRY Reg Hours
01/27/2015  Approved 8.00 HRY Reg Hours
01/27/2015  Approved 0.00 SCP

Sick Leave Hourly

Total Time Reporting Code

HRY - Reg Hours
JRP - Jury Duty F

SCP - Sick Leave

& | E@

Exception

1-8

&
&

Payable Time tab — shows hours with different payable statuses: Estimated, Rejected, Paid
etc...depending upon the timing of when payroll confirms.

Last Revised: 7/28/2015
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Department Time Administrator

Weekly Time Calendar View

Reported Hours

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

Favorites — Main Menu~ > Manager Self Service ~ » Time Management = > View Time = > Weekly Time Calendar
-
m 3 ASU Customizations » 712014
0O selfService r
. 3 Manager Self Service
Weekly Ti = . 03 Time Management
Recruiting 3 Approve Time and Exceptions r
L Waorkforce Administration 4 3 Report Time »
Employee
3 Benefits 4 B View Time
Employee Se .
L Monthly Ti Calend
Selection Crited 8 compensation ' Value [ Manager Search Optior B Montiy Time Calendar
3 Time and Labor 3 \j I Weekly Time Calendar 1
Time REpOMEr o payroll for North America 4 @ B Payable Time Detail
Employee 1D 33 Global Payroll & Absence Mgmt 4 @, B Leave and Compensatory Time
Conibiocees | (1 o 3

abkwn

Look up your employee using their ID # or criteria of your choice.
Click Get Employees
Click on the radial button titled Reported Hours
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.
6. Click on the Refresh View button to bring up Reported Hours.

Weekly Time Calendar

Employee Selection
Employee Selection Criteria
Selection Criterion

Time Reporter Group
Employee ID

Empl Record
LastName

First Name

Business Unit
Workgroup

Position Number

Selection Criterion Value

8

Get Employees

2

Clear Criteria

Save Criteria

LO LO LO LO LO LO LO LO

Daily Time Calendar
View Criteria (2

Week of 09/01/2014

Start Time

End Time

Display Options (7

Show Schedule
Show Training Hours

Weekly Time Calendar (7

Last Name First Name

Legend

Regular Time
L

Weekly Time Calendar

[5  Previous Week
Reported or Payable Hours
v ® Reported Hours
v Payable Hours

Show Holidays
Show Planned Overtime
Show Exceptions

Employee 1D Job Title

Payroll Specialist Sr

Monthly Time Calendar

Next Weelk

| Show Symbols

5 Refresh View 6

Mon. Tue.
Total 09/01/2014 09/02/2014

REG REG
4000 08.00 | ‘ 02.00

Last Revised: 7/28/2015
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Payable Hours

1. Click on the Payable Hours radial button
2. Click on the View Month button

Note: The Monthly, Daily and Payable Time Details views are useful as well.
Note: Click on the hours links to view details about them.

I Daily Time Calendar Weekly Time Calendar Monthly Time Calendar

View Criteria

2 08 - August - Previous Month Next Month
Year 2014 Reported or Payable Hours

4

Start Time A Reported Hours
End Time v 1 ] Payable Hours |
Display Options (7

[l show Schedule [Tl show Holidays Show Symbols
[ Show Training Hours [T] Show Planned Overtime
[T Show Exceptions Refresh View

Monthly Time Calendar ' 7

Last Name First Name Employee ID Job Title Total Fgr;. Soazt.
. . e REG
(- r 1 | 88.00 08.00

The Payable Hours view in the system show 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

CEP = comp time paid, this is the hours IE: 2.75 paid at straight

CTE = comp time earned

Last Revised: 7/28/2015 Page 12 of 27
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Payable Time Details

Access Payable Time Details in PeopleSoft:

Favorites = Main Menu ~ |¢
m 1 ASU Customizations » BI2014
1 Self Service 4
) 1 Manager Seff Service
Payable Time 1 Workforce Administratiol | TuslEeseie
Select Em| 1 Benefits 4
Employee [1  GCompensation 3
Employee Sel (1 Time and Labor 4
Selection Criteri L Payroll for North America Y Jalue
Time Reporter € 1 Global Payroll & Absence Mgmt 4
- ALEo F= i b

OO

i

» Manager Self Service = > Time Management ~ > View Time = > Payable Time Detail

Approve Time and Exceptions
Report Time

View Time

Manager Search Options ‘j Monthly Time Calendar

| Weekly Time Calendar

a E

Payable Time Detail 1

Ho

—

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

1. Click on the Payable Time Detail link under the View Time menu.
2. After entering your search data, click Get Employees.
3. Click on the employee name you wish to view.

Payable Time Detail
Select Employee
——Lmployes Selection

Employee Selection Criteria

Selection Criterion
Time Reporter Group
Employee 1D

Empl Record

Last Name

First Name

Business Unit
Workgroup

Position Number

Employees For Geraldine Peterson

Time Reporters | Demographics | [0
Last Name First Hame
| S Lo I
Lai [=z"1
| | |

......... 1 I
URR— h_. .3

Manager Self Service

Time Management

Selection Criterion Value

003592

Get Employee.

Clear Criteria

Save Criteria

Job Title

Supervisor

Student Worker Il
Supervisor

Student Worker Il
Specialist

Instructional Designer (IT)

Manager

Personalize |

Last Revised: 7/28/2015
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4, Click on the calendar icon, and choose a date to view.

5. If needed expand the Payable Status Filter and choose criteria.
6. Click the Refresh button.

7. View Payable Time Detail.

Payable Time Detail

Start Date |10/22/2014 |[51
End Date [10/28/2014 |[]

Employment Record 0

“ 6

There is no time returned for the selected date range. (10/22/2014 - 10/28/2014)

Payable Status Filter

Status Selections

Payable Status Payable Status

Approved AF|
Closed oL
Diluted oL
Denied oN
Estimated ES
Ignore e
Needs Approval NA
No Pay NP
Online Estimate oE
Pushed Back PB
Distributed PO
Rejected by Payroll RP
Reversed Check RV
Sentto Payroll sp
Taken by Payrall P
Select All De Sl

Payable Time (2

Overview Time Reporting Elements Task Reporting Elements Costand Approval | T2k
Time
Date Status Reason Code Reporting GQuantity TRC Type
Code
Approval
Monitor

Return to Select Employee

Y Employee 1D 1___ _ ...

Next Employee

Estimated Gross

Last Revised: 7/28/2015
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Approve, Deny, Edit, Add or Delete Time for an Employee - Includes Effort

Reporting 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 i

n order to show the detail of the accounting

that is associated with the time being reported. Once on the timesheet detail page, you can

select all hours to approve or deny using the Select All button
Timesheet
Eovves P=mstemez ™ Employee ID 127_. __ . .<
Student Worker IV Empl Record 0
Earliest Change Date 07/09/2012
Select Another Timeshesat
*\View By Week - Previous Week  Next Week
*Date 09M5/2014 E{J l":,
Scheduled Hours 0.00 Reported Hours 12.00
From Monday 09/15/2014 to Sunday 09/21/2014 (2
Mon Tue Wed Thu Fri Sat Sun . .
8115 916 8M7 918 8119 9120 8124 R
4.00 4.00 4.00 1200 STH - Student
Current funding accounts
AcctEffdt  AcctCode  Account Distrb % Job Effdt  Position FE=ien Department DoPt Spnsr
Description Description Description
1071012014 PRS0077 E:ggg;ﬁE 100.000 09/01/2014 180488 Student MO601325 322?@“ e Y
e Y READING : = Warker IV ! - anng
- Science
COMP
Hours submitted/certified by below funding accounts by user.
AcctEffdt  AcctCode “C°°U™  pistbw JobEffdt  Position FoSO"  pepartment D°P! spnsr
Description Description Description
1 07/01/2014 PRSOOTY Elgggg'}f 100.000 09/01/2014 1830488 Student M0601325 aEZEiﬁh e ¥
o " READING : = Worker v - anng
- Science
COMP
Submit'Certify
Reported Time Status Exceptions Payable Time
Reported Time Status Personalize | Find | II:I 1-30f 3
Select Date Reported Status Total TRC Description Comments
|:| 09/M15/2014 Meeds Approval 4.00 STH Student Hourly Regular Wages
| 09/16/2014 Needs Approval 4.00 STH Student Hourly Regular Wages
|:| 09M7/2014 MNeeds Approval 4.00 3TH Student Hourly Regular Wages
Approval
Select All Deselect Al Approve Deny

Note: If you are correcting hours from a previously submitted amount, do not enter zero
(0) to the employee timesheet as this will create a “High Severity Exception”.

Last Revised: 7/28/2015
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Employee Self Report Time and Leave

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

\ My Employment e
\ ¥ ploy
Time Payroll Benefits Travel Manager
Leave Type Taken This Year Scheduled Balance
Vacation 169.00 0.00 132.02
Sick 34.00 0.00 420.55
Time and Leave Reporting | Payable Time
-

When clicking on the Time and Leave Reporting link, they will see the below screen.

Timesheet

EmployeelD 1.____.___

Empl Record 0
Earliest Change Date  10/27/2014

Select Another Timesheet

\ “View By | week v Previous Week  Next Week
“Date 10/13/2014 5

\ Scheduled Hours 0.00 Reported Hours 0.00

Einancial Services - Payroll
The hours entered for this pay period must be approved by your Supervisor before 12 noon on Monday 10/27/2014 for payment on Friday 10/31/2014 .

From Monday 10/13/2014 to Sunday 10/19/2014 (7

Mon Tue Wed Thu Fri sat sun
10113 1014 10015 1016 1017 10118 10119 [oiimeReporingicode
| v | + -
| v | + -
[ v] + =
Submit

Reported Time Status Leave / Compensatory Time Exceptions Payable Time

Reported Time Status Personalize | Find | £ | [ 10f1
Date Total TRC Description Comments

0.000000

View Paycheck

NOTE: The Financial Services - Payroll message will appear with information relating to
deadlines for time entry and approval. It will also give the employee expected dates to be paid
for the time they are entering.
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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: | Select a Language:

Enalish Espafiol

Password: Dansk Deutsch
Erancais Erancais du Canada
ltaliana Iagyar
Mederlands Morsk
Polski Portugués
Suomi Svenska
Ceétina BFiE

To set trace flags, click here w2 Pyvrckni
Ty {HiE A 3T
g i o el

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

Favorites = Main Menu~ > Manager Self Service = > Time Management ~

Home Worklist Add to Favorites Sign out
PBS1l HR_GPETERS2 on ASUH9TST 0012012014

Time Management

[ Time Management

Manage schedules, view and approve reported and payable time, absence and overime requests, exceptions, and more.
Approve Time and Exceptions Report Time View Time

Approve reported or payable time, overtime and absence requests, Report time or request absences View calendars, balances, forecasted and payable time,
and manage exceptions. B Timesheet accumulators and more.
= Reported Timg Bl Mass Time = Monthly Time Calendar

= Exceptiops Bw y Time Calenddr

= Payable Time Detail

== Manager[Search
Access marlager search\options.

Exceptions
Manage exceptions
for a group of time

Reported Time
See only those
employees with

Time Calendar
See hours submitted

reporters hours that need to by all of your
be approved. Timesheet: employees at one
Approve all at See all of your glance

once. employees —

Approve time 1
employee at a
time.

The links shown here work identically to the screens you access via MyASU.
Last Revised: 7/28/2015 Page 17 of 27
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Timesheet Adjustments

This list will show the steps that a DTA will need to adjust an employee’s timesheet after the
pay period has ended. In this example only the days that are changed by the DTA will need to
be re-approved.

Timesheet Adjustments adjusted within 112 days (previous 8 pay periods)
must use the Timesheet. Time that needs to be adjusted outside of this
time period will need to follow a different procedure. See Page 20-21 for
information on this process.

Step 1: Select the Manager Self Service Link

Step 2: Select the Time Management Link

Step 3: Select the Report Time Link

Step 4: Select the Timesheet Link

Step 5: Click into the Empl ID field and key in your employee ID number

Step 6: Click on the Get Employees button.

Step 7: Click on the Employee and the employee’s timesheet for the current week will be
displayed.

Step 8: To go back to the time period that needs adjustment, either enter the date on the date
field or click on Previous Week or Time Period link.

Step 9: Change the hours on timesheet for the time on the particular days that are incorrect.

See example below.

Timesheet

- T el Employee ID 1 2

--------------- Before Changes

s Empl Record 0

Earliest Change Date 10/27/2014 Hourly Rate Z_._)
Select Another Timesheet
*View By | Week v Previous Week  Next Week
*Date 05/12/2014 |3 &,
Scheduled Hours 0.00 Reported Hours 40.00

Einancial Services - Payroll
The deadline for T&L approvals are noen on Monday of pay week. That deadline has passed. Please contact the payroll representative to ensure that your employee is paid.
From Monday 05/12/2014 to Sunday 05/18/2014

Mon Tue Wed Thu Fri sat Sun Total Time Reporting Code

512 5113 5/14 515 5116 5117 5M8
8.00 8.00 16,00 HRY - Reg Hours v| > =
8.00 .00 8.00 24.00[ VAH - Vacation Hourly v| > =
Submit/Certify

Reported Time Status Leave / Compensatory Time Exceptions Payable Time

Reported Time Status Personalize | Find | £ | [ 1-50f5
Date Reported Status Total TRC Description Comments
05/12/2014  Approved 8.00HRY Reg Hours

05/13/2014 Approved 8.00 HRY Reg Hours

05/14/2014  Approved 8.00 VAH Vacation Hourly

05/15/2014 Approved 8.00 VAH Vacation Hourly

05/16/2014 Approved 8.00 VAH Vacation Hourly
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Timesheet

Financial Services - Payroll

Mon
5112

4.00

4.00

Submit/Certify

Reported Time Status

Reported Time Status

Select Date
05/12/2014
05/12/2014
05/13/2014
05/13/2014
05/14/2014
05/15/2014
05/16/2014
Approval
Select All

Select Another Timesheet
*View By | Week
*Date 05/12/2014
Scheduled Hours 0.00

Tue
513

4.00

4.00

Leave / Compensatory Time

Reported Status
Needs Approval
Needs Approval
Needs Approval
Needs Approval
Approved
Approved

Approved

Deselect All

Changes Highlighted

5
Reported Hours 40.00

Wed

514 515

8.00 8.00

Exceptions Payable Time

Total TRC

4.00 HRY
4.00 SCP
4.00 HRY
4.00 SCP
6.00 VAH
8.00 VAH

8.00 VAH

Approve

Thu Fri
5M6

8.00

Employee ID
Empl Record 0

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

From Monday 05/12/2014 to Sunday 05/18/2014 (2

Earliest Change Date 05/12/2014 Hourly Rate 20.80
Previous Week Next Week
5?13_} ﬁsﬁg Total Time Reporting Code
8.00 [HRY - Reg Hours M +] [=]
8.00 | SCP - Sick Leave Hourly v 1+ (=]
24.00 [VAH - Vacation Hourly M F= =

Personalize | Find | = | [ 1-Tof 7
Description Comments
Reg Hours
Sick Leave Hourly
Reg Hours
Sick Leave Hourly
Vacation Hourly

Vacation Hourly

Wacation Hourly

Deny

Step 10: Click on Submit/Certify once all changes have been made.

Step 11: Click the check box or select all.

Step 12: Click on “Approve” to approve time.
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Time Adjustments after 112 days (previous 8 pay periods) must be
submitted via Payroll Action Request.

Step 1: Select the ASU Customization Link

Step 2: Select the ASU HCM Custom Link

Step 3: Select the ASU Payroll Link

Step 4: Select the Payroll Action Request Link

Step 5: Select Add a New Value Tab

Step 6: Enter Employee ID and Employee Record Number then click Add

Favorites | Main Menu > ASU Custgmizat\ons s ASU HCI\j Custom » ASU anrol\ »  Payroll Action Request
& New Windaw @

Payroll Action Request

Find an Existing Value Add a New Value

Transaction Number:
Empl ID: @,
Empl Red Nbr: 0@,

Add

Find an Existing Value | Add a New Value

Step 7: Enter Position Number, Earnings Code, Date to be adjusted, and Hourly Rate if
necessary of employee.

Favorites | Main Menu > ASU Customizations > ASU HCM Custom > ASU Payroll » Payroll Action Request

Payroll Action Request

Transaction Number 0 Created Date 01/04/2012

) Manual Check Requested

@ Process on Next On-Cycle
Status Qpen Submitted Date

Approval Date Check Date \:\
QOver Payment

Employee Information

Empl ID Position Number
Empl Red Nbr 0 Department ID
Hame Department

Empl Class Classified

First I 1011 I Last

T
B

Customize | Find | View 1] B | 5
Beqin Work End Work

Position Earnings

SR Code Hourly Rate Date to be Adjusted i Dut Time In Time = Total Hours
gl @ Q| | i | | | | ]
Total Hours
Hourly (Flat Rate) Employees Customize | Find | View A1l BV 3 First K 4 o 1 I Last
Position Humber Earnings Code % w Amount
1] Q| Q| i | | ® &=
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Step 8: Select a Reason for Payment in the drop down arrow, and enter any comments if

necessary.

Step 9: Enter route to approver. If unknown, use magnifying glass to find the approver.

| Step 10: Click on the Submit Button

*Reason for Payment

Submitter/Approver Comments

*Route to Approver

Name
Title

Save Submit

Payroll Comments

@&, Route to VP

Department
Telephone

Deleta
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Unprocessed Reported Time

This menu item will allow DTA’s to review any reported time with a status of Needs Approval
(NA), Saved (SV), or Denied (DN) and any time with exceptions within their group id,
employee id, employee’s first or last name, business unit, workgroup, or position number.

Navigate to the Unprocessed Reported Time by clicking on these menus:
Main Menu > Time and Labor > View Unprocessed Time > Unprocessed Reported Time

New Window | Help | Personalize Page
Unprocessed Reported Time

Get Employees
Selection Criterion Value
Clear Criteria

Save Criteria

Start Date 08/23/2014

End Date|10/30/2014 B % Include Exception Reporters

Acceptable Deviation

Acceptable Negative Deviation

Personalize | Find | View All | & | First ‘4" 10f 1 Last

Empl ayable Earlies
Employee ID Record  JobTitle Type saved ime  Exceptions Exist Time Administration Status

Last Name 0

You can search for unprocessed reported time in several ways:

e Individual Employee
e List Employees by Time Reporter Group, Business Unit or Workgroup

Once the criterion is entered, click the Get Employees button.
The results will populate if you have any employees with unprocessed reported time.

Note: Click on Include Exception Reporters to list employees that might have exceptions to
their time.
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Unprocessed Reported Time
Employee Selection
Employee Selection Criteria CElETtIeE
Selection Criterion Selection Criterion Value
Time Reporter Group 00412 @ Clear Criteria
Employee 1D a Save Criteria
Empl Record @,
Last Name @
First Name @,
Business Unit @,
Workgroup @,
Position Number £
Instructions
Filtering Options
Start Date 01/01/2014 E]
End Date[10/152014 |5 e Include Exception Reporters

Positive / Negative Deviation

Include Positive Deviations Acceptable Deviation 5 6

Include Negative Deviations Acceptable Negative Deviation 5]
Employees with Unprocessed Time 3 1 4 2 Persone" sod | View Al |2V First @ 1-6 016 ® Last

Time Summary | Demographics
Last Name First Name ng';‘f'ﬂ Job Title Type Saved Ap:f;‘f‘ Pé‘:ﬂ":f Denied Ap"g‘;ﬁ:;gg P‘Wﬁx Exceptions Exist Sf";‘:;e‘ b Time Administration Status 5
E "7 S - 0 Student Worker Il Hours 525 7175 7775 10/13/2014 Up For Processing
Bn Cainics 0 Event Attendant Sr Hours 430 93.00 93.00 10/1312014 Not Up For Processing
F T 0 Student Worker Il Hours 275 25350 253 50 10/13/2014 Not Up For Processing
R_._J T 0 Student Worker Il Hours 7.00 20275 20275 10/13/2014 Not Up For Processing
LI [ S 3 Security Officer Hours 700.50 567.25 & 09/22/2014  Not Up For Processing

Vel 1 Computer Operator Hours 24.00 975 142.00 142.00 10/13/2014 Not Up For Processing

Section 1 - Needs Approval
Click on the employee name and it will bring the detail of the hours that need DTA approval.

Unprocessed Reported Time
Reported Time Details

Y Employee ID (222220002

Computer Operator Employment Record 1 Last Processed 09/22/2014 2:42:03PM

Previous Employee

Unprocessed Reported Time from 01/01/2014 to 10/30/2014 Personalize | Find | £ | First ‘&' 15 of 5 ‘2 Last
Date TRC Description Type Quantity Reported Status Datetime modified Exception Exists
03/08/2014 HRY Reg Hours Hours 2.00 Denied 03/11/2014 11:38:28.000000AM

03/09/2014 HRY Reg Hours Hours 7.75 Denied 03/11/2014 11:38:28.000000AM

09/22/2014 HRY Reg Hours Hours 8.00 Needs Approval 10/08/2014 10:31:18.000000AM

09/23/2014 HRY Reg Hours Hours 8.00 Needs Approval 10/08/2014 10:31:18.000000AM

09/24/2014 HRY Reg Hours Hours 8.00 Needs Approval 10/08/2014 10:31:18.000000AM

Return to Select Employee

If the hours are correct and need to be approved by the DTA, then go into the employee’s
timesheet to approve the hours if the time is within 112 days (previous 8 pay periods). If the
hours that need to be approved are after 112 days (previous 8 pay periods), a Payroll Action
Request will need to be submitted (See page 17-18 for this process).
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Timesheet

1 Employee ID 1_____.

Com Empl Record 1

Earliest Change Date 10/13/2014 Hourly Rate
Select Another Timesheet
*\iew By | Week v Previous Week Next Week
“Date 092212014 |5 7, Previous Employee
Scheduled Hours 0.00 Reported Hours 24 00

Financial Services - Payroll
The deadline for TE&L approvals are noon on Monday of pay week. That deadline has passed. Please contact the payroll representative to ensure that your employee is paid.

From Monday 09/22/2014 to Sunday 09/28/2014 (2

Mon Tue Wed Thu Fri Sat Sun " ;

9i22 9/23 9/24 9i25 9/26 9127 9128 Total Time Reporting Code

8.00 8.00 8.00 2400 |HRY - Reg Hours v
Submit/Certify

Reported Time Status || Leave / Compensatory Time Exceptions Payable Time

Reported Time Status Personalize | Find | 2 | B 1303
Select Date Reported Status Total TRC Description Comments
09/22/2014 Needs Approval 8.00 HRY Reg Hours
09/23/2014 Meeds Approval 8.00 HRY Reg Hours
09/24/2014 Needs Approval 8.00 HRY Reg Hours
Approval
Select All Deselect All Approve Deny

View Paycheck
Return to Select Employee

20.00

Section 2 —-Exceptions

Click on the employee name and it will bring the detail of the exception that exists for that

reported date.

Unprocessed Reported Time

Reported Time Details

| Employee ID <77 770"

Security Officer Employment Record 3 Last Processed 10/15/2014 7:47:44PM
Previous Employee Mext Employee

Unprocessed Reported Time from 01/01/2014 to 10/30/2014 Personalize | Find | 2 | [ First 4/ 12 0f 2F' Last
Date TRC Description Type Quantity Reported Status Datetime modified Exception Exists
09/22/2014 HRY Reg Hours Hours 25.00 Approved 10/08/2014 10:07:30.000000AM &
09/24/2014 HRY Reg Hours Hours 26.00 Approved 10/08/2014 10:07:30.000000AM &
Retumn to Select Employee
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To look in more depth at the exception go to the employee’s timesheet. You can either click on
the Exceptions tab or the Exception time clock. Click onto the Explanation column to view

the “Exception Description”

Timesheet

[CR Employee D few. .o
S EmplRecord 3
Earliest Change Date  09/22/2014 Hourly Rate 9.67
Select Another Timesheet
“View By | Week M Previous Week  Next Week
*Date 09/22/2014 5 Next Employee
Scheduled Hours 0.00 Reported Hours 115.00
Financial Services - Payrall
The deadline for T&L approvals are noon on Monday of pay week. That deadline has passed. Please contact the payroll representative to ensure that your employee is paid.
From Monday 09/22/2014 to Sunday 09/28/2014 (2
Mon Tue Wed Thu Fri Sat Sun = g
9122 9123 924 9125 9126 oz 3028 Total Time Reporting Code
25.00 24.00 26.00 20.00 20.00 115.00 | HRY - Reg Hours v o+ =
Submit/Certify
Reported Time Status | Leave/Compensatory Time | Exceptions Payable Time
Reported Time Status Personalize | Find | 2 | (] 1-50f5
Date Reported Status Total TRC Description Comments Exception
09/22/2014  Approved 25.00 HRY Reg Hours Q?
09/23/2014  Approved 24.00 HRY Reg Hours (ST
09/24/2014  Approved 26.00 HRY Reg Hours Q?
09/25/2014  Approved 20.00 HRY Reg Hours 6:’.
09/26/2014  Approved 2000 HRY Reg Hours &
View Paycheck
Return to Select Employee
Timesheet
1 Al Employee ID 17777 """
Security Officer Empl Record 3
Earliest Change Date 09/22/2014 Hourly Rate 9.67
Select Another Timesheet
“View By| Week v Previous Week  Next Week
“Date[0er222014 | 4, HNext Employee
Scheduled Hours 0.00 Reported Hours 115.00
Financial Services - Payroll
The deadline for T&L approvals are noon on Monday of pay week. That deadline has passed. Please contact the payroll representative to ensure that your employee is paid.
From Monday 09/22/2014 to Sunday 09/28/2014 (2
Mon Tue Wed Thu Fri sat Sun -
= oz e = s oz = Total Time Reporting Code
25.00 24.00 26.00 20.00 20.00 115.00 | HRY - Reg Hours il k) =
Submit/Certify
Reported Time Status Leave / Compensatory Time Exceptions Payable Time
Exceptions (% Personalize | Find | E7 | 15015
Allow  Date Exception ID Exception Source Status Exception Severity  Explanation Comment
A total of 25 hours are E;
09/22/2014  TLX01540 Timesheet Unresolved High reported for Hhis day. A
The guantity reported
() is outside the
08/23/2014  TLX00450 Time Administration Unresolved Medium minimum or maximum P kL
limits specified for the
TRC [54].
091242014 TLXO1540 Timesheet Unresolved High s lotal of 26 hours are ]
Sl g reported for this day 4
The quantity reported
() is oulside the:
09/25/2014  TLXD0450 Time Administration Unresolved Medium minimum or maximum A
limits sgacrﬁed for the
TRC (20).
The quantity reported
() is outside the
09/26/2014 TLX00450 Time Administration Unresolved Medium minimum or maximum A
limits sgacrﬁed for the
TRC (20)
Select Al Deselect Al
Update Exception
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You can click on the exception to view the explanation details. See example of details below.

Exception Explained Exception Explained
Exception ID Exception ID
TLX00450 TLX01540
Description Description
Quantity exceeds TRC limits More than 24 hours reported
The quantity reported is outside the limits specified by the Minimum and Maximum The combined number of hours reported for a single date exceeds 24. Review and
quantity on the TRC table. correct the reported as necessary.
Return Return

For any Low and Medium exception severity, the DTA can resolve these themselves. If any
guestions arise, please contact your payroll representative for assistance.

For a High exception severity this must be resolved before the reported time can become
payable time. For any high exception severity errors, please contact your payroll
representative for assistance.

Section 3 —-Saved
Click on the employee name and it will bring the detail of the hours that need employee and
DTA approval before it becomes payable time.

Section 4 - Denied
Click on the employee name and it will bring the detail of the hours that have been denied. You
will then need to navigate to the timesheet to make changes to the time if needed.

Section 5- Time Administration Status

TA Status — “Up for Processing” means the time reporter is ready for processing.

TA Status — “Not Up for Processing” means the time reporter is not ready for processing, for
example “Time Needs Approval’.

Section 6 — Deviation
This field defaults to “5”. In order to get a true representation of all differences of time (reported
and or payable) change this field to “0”.

Section 7 — Earliest Change Date

The earliest addition or update to time-related data for a time reporter since the last Time
Administration run. This date is a trigger for Time Administration's determination of a time
reporter's period of interest.
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Appendix

Time Reporting Codes (TRC) by Position Type

Hourly TRCs

Total Time Reporting Code

iNE

e

BEP - Bereavement Leave Hourly —

CTH - Comp Time Taken Hourly
ES3 - Event - ASU Officer

G01 - Gammage Use Only

G02 - Gammage Use Only

G03 - Gammage Use Only
HOP - Holiday Hourly

HOU - Holiday Unpaid

HRY - Reqg Hours

JRP - Jury Duty Pay Hourly
MIF - Military Leave Pay Hourly
P01 - Payroll Use Only

P02 - Payroll Use Only

P03 - Payroll Use Only

FTP - Parental Leave Hourly L

SCP - Sick Leave Hourly

S0E - State of Emergency Hourly

STB - Standby Pay

ULH - Unpaid Bnft Coordination-HRY ™

Academic Professinal ACD / Al12

Total Time Reporting Code

BER - Bereavement Leave

JRY - Jury Duty Pay

MIL - Military Leave Pay

PTL - Parental Leave

SCK - Sick Leave

ULS - Unpaid Bnft Coordination-SAL
UNS - Unpaid Salaried

USS - Unpaid Sick - Salaried

UWS - Unpaid Vacation - Salaried
T T=T ezl

Salaried

Total Time Reporting Code

BER - Bereavement Leave

JRY - Jury Duty Pay

MIL - Military Leave Pay

FTL - Parental Leave

SCHK - Sick Leave

ULS - Unpaid Bnft Coordination-SAL
UMNS - Unpaid Salaried

USS - Unpaid Sick - Salaried

UVS - Unpaid Vacation - Salaried

| Find IVACI—‘\.-’acatiun

Student

Total Time Reporting Code

G01 - Gammage Use Only

G02 - Gammage Use Only

G03 - Gammage Use Only

JRP - Jury Duty Pay Hourly

P01 - Payroll Use Only

P02 - Payroll Use Only

P03 - Payroll Use Only

STH - Student Hourly Regular Wages

Last

Revised: 7/28/2015

Page 27 of 27



