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ACCESSING TIME MANAGEMENT

All of the Time Management menus are located under Manager Self Service. Click onto the

Time Management Folder to open up the menu of options.

Main Menu>Manager Self Service>Time Management
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Search Menu:

Top Menu ]

L12

Benefits

Campus Community
Enterprise Learning
HR. Self Service
Manager Self Service
Organizational Developme 3 Time Management +
Payroll for North America [ Performance Management b
Self Service

Set Up HRMS

Set Up SACR

Student Financials

UHS HRMS Benefits

UHS HRMS Budget

UHS HRMS HR

UHS HRMS Misc

UHS HRMS Payroll

UHS HRMS Positions
Workforce Administration
Waorkforce Development
Waorkforce Monitoring
Worklist

Reporting Tools
PeopleTools

Data Models

D Signon As Service Account
D P.A.5.5. (Self Service)

D Change My Password

D My Personalizations

D My Systermn Profile

D My Systemn Profile

D My Dictionary

D To Portal Hub

v v v v

rorrorrrrererrerecoceorelre e @

T v v v ¥ ¥ ¥ ¥ ¥ ¥ ¥ ¥ ¥ ¥ ¥ ¥ ¥



TIME APPROVER (TA) ROLE

In order to have access as a TA, the following is required:
o The required training
o PeopleSoft Security Form completed, signed and sent to HRMS
The TA is responsible for
o Managing schedules
o Reviewing and approving reported time
o Making corrections to reported time
o Managing exceptions
o Approving absence requests
When a TA needs to add a punch/make a correction on the Reported Time Timesheet
screen
o The TA needs to enter comments next to the punch entered to justify why the
employee did not enter the punch and then hit submit to save the punch entered.
o After the punch is submitted, the TA will need to approve the time.
Regular hours and holidays should not be adjusted.

TAs need to approve all Reported Time by noon every Wednesday (once the work week

has ended; a work week is from Wednesday — Tuesday)



RULES & WORKGROUPS

Rules: are generated by the Time Administration process that is run for each Pay Period. The
process calculates all approved time and applies rules based on the approved time and
workgroup the employee is assigned to. The main rules that are applied are:

e Overtime or Extra hours for hours over 40
o If an employee is assigned to a workgroup that pays overtime and he works over
40 hours the system will apply the overtime rule that will automatically take the
hours over 40 and pay as overtime.
e Comp Time 1.0 or 1.5 for hours over 40
o If an employee is assigned to a workgroup that earns comp time and he works
over 40 hours the system will apply the comp time rules that will automatically
take the hours over 40 and pay as comp time earned.

Rules are applied at the end of each week for hourly employees after the Time Administration
process has run. This will ensure that all time is processed and paid accurately.

Keep in mind that if corrections are made after the initial Time Administration process has run,
you will need to reapprove the reported time, then approve the payable time after Time
Administration has run (remember this is the process that converts approved reported time to
unapproved payable time and applies the rules). The correction that is processed can change
the rules that are applied.

Workgroup: is a set of time reporters who share compensation requirements such as pay
frequency and work location.

Examples are: Hourly employees and Salary employees. When an employee’s HR data changes
for reasons such as promotions, demotions, or transfers, their characteristics for Workgroup
membership may change, requiring an update in the Time and Labor Workgroup enroliment.
When employees are terminated, their Workgroup enrollment in Time and Labor must be
inactivated.



MAINTAIN TIME APPROVERS

¢ Add Proxy
¢ Add Employees
¢ Transfer Employees

¢ Delete Employees

Main Menu > Manager Self Service > Time Management > Maintain Time Approvers

Favorites  Main Menu > Manager Self Service > Time Management
v v v v

[Wain benu = Manager Self Service =

7 Time Management

sence and overtime requests, exceplions, and more,

ﬁ Maintain Time Approvers // Manage Schedules // Approve Time and Exceptions
— Iaintain Time Approvers & Assign permanent work schedules, change schedules for a day, week, or range of dates. " Approve reported or payable ime, overime and absence requests, and manage exceptions.
[ Assiqn Wark Schedule [ Reported Time
[ Manage Schedules 7] Exceptions
[F] Absence Requests
| Report Time | Time and Labor Reports 7| View Time
" Repurttime or request absences, (" [ TLHierarchy Report " View calendars, balances, forecasted and payable ime, accumulators and more
7 Timesheet [¥] TL Payable Time Report ] Payable Time Summary
7] Absence Request [F L Reported Time Report 7] Pavable Time Defal

[ Absence Request History
[ Absence Balances

E" Maintain Time Approvers
Maintain Time Approvers

o The system refreshes three times a day. Information entered will be available after a

refresh occurs.

¢ Click onto the “Maintain Time Approvers” file.



Maintain Approvers

e This will bring a list of your employees (or Time Reporters)

e You can add or delete employees through the Maintain Approvers folder

e It is important to keep the list of employees current; otherwise, you will not be able to
view the employee data if they are not added or another department will not be able to
add the employee if they are not transferred from your list

e The data can be viewed with different criteria

e Default is Time Approver info but you can also click on job location and contact
information or view all columns

e You are also able to download the data and view all by selecting the command on the

tool bar

TAs will have access to the employees that report to them

Maintain Time Approvers

Name
Empl ID EmplRcd Nbr 0 [Cl use Alternate Time Approver
 Groups
HE0G0
Payol Approve Groups
HE0OF
[ Reassign Selected Time Reporters ]
[ Add Time Reporters] [ Delete Selected Time Reporters ]
Personalize | Find | View A1] ] ¥ First £ 44 of 4 [0 [ast
Job Location Contact Info
on-
Delete Group ID Emplid Empl Red Employee Type Status Hame
Term
[ HE0G0 0 Zalaried Active
[ HE0ED 0 Salaried Active
] HEOG0 0 Salaried Active
[ HE0G0 0 Zalaried Active




Adding Employees

You can add employees by clicking on “Add Time Reporters”. Enter the Empl ID and search for

the new employee.

e Add Time Reporters
o Click “Add Time Reporters”
o Enter criteria and search for Time Reporter(s)
o Check “Add” box to Select Time Reporter(s)
o Click “Add Selected as Time Reports” to add Time Reporters
o Click “Return to Time Approvers”

o Click “Save”

Select Time Reports

Empl 1D

Last Name Return to Time Approvers

Business Unit
Division 1D
College ID

Department

oL PP

Search ] [ Clear Add Selected as Time Repors

Reassign Selected Time Reporters

e Reassign Selected Time Reporters
o Click “Reassign Selected Time Reporters”
o Enter criteria and search for Time Reporter(s)
o Check “Add” box to Select Time Reporter(s)
o Click “Select this Approver for Reassignment”
o Click “Return to Time Approvers”

o Click “Save”



e (Note: Do not delete or transfer Time Reporters until all reported time and leave

requests have been processed and approved)

Favorites Main Menu > Manager Selff Service : Time Management > Maintain Time Approvers

Select Approver to receive Reassigned Reports

Empl ID

Last Name| Return to Time Approvers

Business UnitWO\ UH Main
Division ID[H0395 @
Colleged| Q

Department Q.

[ Search ] [ Clear | Selectthis Approver for Reassignment ]

Personaiize | Find | View 100] B0 % First £ 441 or671 O Last

Empl

Add  EmplID Red Name Bus Unit Department Position Humber
Educ Tech & . . .
[l 0 HR730 |HOO015 Univ Gutreach 01008271 Dir, Marketing (Coll/Div)
Small Business
] 0 HR730 | HO053 Development 00100104 Mar, ColliDiv Info Sves 2
Cir
Dean, )
[l 0 HR730 |[HO0113 T 00107858 Dir, Exec, Pgm 2
Adding Proxies

e Manager Self Service > Time Management > Maintain Time Approvers
e Assign Alternate Time Approvers
o Check “Use Alternate Time Approver”
o Enter Empl ID of Alternate
o Click Save
e Alternate users will have the same access as the primary approver. The alternate or

proxy will log in using the Group ID of the primary user.



Maintain Time Approvers

Name
Empl ID EmplRcd Hbr 0 Use Alternate Time Approver
Allt t Infi
ernate Approver Info
HEORD Emplid Empl Rcd 0
Payroll Approve|
HE00F
U Feassign Selected Time Reporters ]
U Add Time Reporters ] U Delete Selected Time Reporters ]
Time Reports Personalize | Find | View 411 2] 25 First Y 44074 |

" Time AL EANGI C Job Location || Contact Info | &

Hon-
Delete Group 1D Emplid Empl Red Employee Type Status Hame
Term

| HEDED Salaried Active

L HE0B0 Salaried Active

=] HEDED Salaried Active

O HE0B0 Salaried Artive

Delete Time Reporters

e Reassign all Time Reporters to a new TA

e Select the Time Approver by clicking the box in the corresponding row
e Click Delete Selected Time Approvers

e The entry will be deleted

e No confirmation will appear



Maintain Time Approvers

EmplID 0002099 EmplRcd Nbr 0 Use Alternate Time Approver
HED0GE0
Payroll Approve)
HE00F
u Reassign Selected Time Reporters ]

Add Time Reporters '

Time Repo Personalize | Find |

u Delete Selected Time Reporters ]

First 1-40of 4

B I JobLocation | Contactinfo )

Non-
Delete Group 1D Emplid Empl Red Employee Type Status Name
Term

i HEOB0 0 Salaried Active

O HE0G60 0 Salaried Active

] HEDE0 0 Salaried Active

O HEOB0 0 Salaried Active




MANAGE SCHEDULES

e Assign Schedules

¢ View Schedules

¢ Employees can punch in/out even if they are not assigned to the correct work schedule
e If an employee is not assigned the correct work schedule, then employee will be unable

to submit an absence request for a day on when he/she is scheduled to be off

e If you require a schedule that has not already been created, please contact HRMS.

(Schedules must equal 40 hours/week)

ASSIGN WORK SCHEDULES

Manager Self Service > Time Management > Manage Schedules > Assign Work Schedule

MANAGE SCHEDULES

Favortes  Main Menu 5 Manager Seff Service > Time Management

Main Hlenu » Hanager Salf Senvice =

(3 Time Management
lanage schedules, view and approve reparted and payable fime, absence and avertime requ e -
F:TMainlainTime Approvers | Manage Schedules
aintain Time Appravers " Assign pmanentwork schedules, change schedules fora day, week, orrange of dates. & Boprove reported or payable ime, overime and absence requests, and manage exceptions
=] Assiqn Work Schedule Reported Time
[ Manage Schedules Excepfions
Absence Requests
| Report Time | Time and Labor Reports 7| Viw Time
L Reportime orrequest absences 1" T TL Hierarch Repot L View calendars, balances, orscasted and payable ime, accumulators and mare
7 Timesheet ¥ TL Payanle Tim Report 1| Pasable e Summary
17| Asence Request 15| TL Reported Time Report 1| Pasable Time Detil
] Absence Request History
[ Absence Balances
Favorites =~ Main Menu > Manager Self Service > Time Management
/, Manage Schedules
Assign permanent work schedules, change schedules for a day, week, or range of dates
=] Assign Work Schedule ﬁ Manage Schedules
Assign an employee’s permanent work schedule. Change schedules, swap or copy employee schedules or schedule replacements.




Under the Assign Work Schedules, TA’s are able to assign work schedules.

¢ Please note: employees’ schedules will automatically default into the system
e New employees’ schedule will be uploaded based on their department
e The TA will only have to utilize the Assign Work schedule option if the schedule changes
e All employees will have schedules for the following reasons
o This field is required
o Absence Management
o Time Reporting for Benefit Eligible Bi-weekly employees

To assign a new work schedule, start by selecting the employee by entering the Empl ID or
employee name.

Assign Work Schedule

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

Find an Existing Value
~ Search Criteria

Empl ID: begins with El |
Empl Red Nbr: = =] |
Hame: begins with E”
Last Name: begins with E”
Business Unit: begins with [=] |
Department: begins with [»] |
Organizational Relationship: | - E| El

[ case sensitive

Search Clear Basic Search E Save Search Criteria

Once the employee is selected...

e Click the plus sign to insert a new row. The effective date should be the beginning of a
new pay period.
e To view past schedules, click on “view history of scheduled assignments”
o E=Elapsed time (salaried employees schedule)
o P=Punch time (hourly employees schedule)
e New employees will have their schedule automatically added depending on their

department



¢ Employees will always be able to check in even if the schedule is not correct

e For Benefit Eligible bi-weekly employees, missed punches and late punches when

punching into work will cause an exception

¢ Employees will be paid based on a rounding scale of when they punch in and punch out

Favorites | Main Menu > Manager Seff Service > Time Management > Manage Schedules > Assign Work Schedule

Assign Work Schedule

Emplaoyee |D:

Job Title: Employee Record Mumber. 0

Personalize | Find | View All| B First B 2 of2 I3 Last

Gy

*Effective Date *Assignment Method Schedule Group  Schedule ID Description \
RETEERE |5 | Use Default Schedule [~] BASE PMFS/5 F oo QOADO0RAZO0N  snow sehedue [+] []
| 5| Use Default Schedule [+] =]

[> Wiew history of Schedule Assignments, including default changes

Save | |\ Returnto Search | [+[5 Previousin List | [+ MextinList | |, Refresh |
ﬁ LS | El | El ] ¢ |

e Multiple lines can be added for future schedules. From the drop down menu, click Select

Predefined Schedule. This will open up the Schedule Group and Schedule ID fields.

Favorites Main Menu > Manager Self Service » Time Management > Manage Schedules » Assign Work Schedule

Assign Work Schedule

Employee 1D:

Job Title: Employee Record Mumber. 0

Personalize | Find | View A1 B0

*Effective Date *Assignment Method Schedule ID
|D3.l'05.l'20'13 E{J |Use Default Schedule PMF&/5 Show Schedule E|

|03I05120'13 [ | Select Predefined Schedule
Select Predefined Schedule

Use Default Schedule
EULTE A 4| E [l

g default changes

a | Show Schedule =

[» View history of

Save | | Returnte Search | |1[E] PreviousinList | |4 Nextin List | | ¢, Refresh |
=] | & | 1B | 4B | [ |




Click the magnifying glass to open up a list of schedules. You can search by description
or scroll down to select the correct schedule. Click on the schedule that you wish to add.
If you do not see the correct schedule, email HRMS to create a customized schedule.
Click on Schedule ID to view the schedule that shows off days and hours scheduled for
each day.

o E=Elapsed time (salaried employees schedule)

o P=Punch time (hourly employees schedule)
Temporary bi-weekly employees will not need to have a specific schedule; they will have
a default schedule. Nothing will be tied to the schedules. Rules will not be associated
and exceptions will not be created for temporary employees.
To delete a schedule, click the minus sign

o Schedules can only be deleted if they are under a future effective date



? Help =

Look Up Schedule ID

SetlD: novay

Schedule ID:  pegins with [=] |
Description: | peging with [« | |

- LookUp || Clear || Cancel :|Elasi|:Lnnkug

m

Search Results

View 100 First m 1-105 of 105 m Last
Schedule 1D Description

EGHRS EM-F 6 Hour Day

EGHRS EM-F 8 Hour Day

EAHRS EM-Th 8 Hour Day

EF4 EF 4-Hr Day

EMFE10 Elapsed 10-Hr Day

ENMF4 Elapsed 4-Hr Day |
EMFA Elapsed 6-Hr Day

EMFES Elapsed 8-Hr Day

EMES Elapsed 9-Hr Day

EMTH10 EM-Th 10-Hr Day

EWF856 E W-F8H SagH

MNEA-BIWEEKLY MEA-Bi-Weekly Consolidated
PME11/7 P ME11:00P-7:00A MO MEAL BREAK

PME11/730 P ME11:00P-7:30A MO MEAL BEEAK
PME130/10 EME1:30P-10:00P MO MEAL BREEAK

PME3M11 E MF3:00P-11:00P MO MEAL BREAK
PMF341130 E MF3:00P-11:30P MO MEAL BREAK
PMF7/3 P MF7:00A-3:00P MO MEAL BREAK
PME7/330 P ME7:004-3:30F NO MEAL BEEAK
PMET/330A P ME7:-00P-3:30A MO MEAL BEEAK
PMET/4 P MF7:004A-4:00F 11:004-12:00M
PMET/44 P MF7:00A-4:00P 11:154-12:15P
PMET/48 E MF7:00A-4:00P 11:304-12:30P
PME74C EMF7:00A-4:00P 11:45A-12:45P
PME7/4D P MF7:00A-4:00P 12:00M-1:00F
PMET/4E P ME7:00A-4:00P 12:15P-1:15P
PMET/4F P ME7:00A-4:00P 12:30P-1:30P

This will now be the default schedule for the employee. If the schedule needs to be changed
back, a new entry will need to be added. Click “Save”



Favorites | Main Menu > Manager Selff Service > Time Management
- H - - -

Manage Schedules »  Assign Work Schedule
-

Assign Work Schedule
Emplaoyee ID: e
Job Title: Employee Record Number, 0
Personalize | Find | View All| £ First Kl 42072 11 | ast
*Effective Date *Assignment Method Schedule Group  Schedule ID Description
0310512013 |[5] | Use Default Schedule [+] BasE PIFE/5 ?_S'LFF?ZUD"’"SZDDP 1200N- |5 ow schedule =l
103/05/2013 [5] | Select Predefined Schedule [+ | BASE Q [PMFE30/530 Q ?;"UFF? 30A530P 12:30P- o Schedule =

I» View history of Schedule Assignments, including default changes

B save [\RsturntoSearch  4F] Previousinlist =+ Nextinlist | Refrssh |

MANAGE SCHEDULES

To view an Employees’ Schedule that includes planned absences, holidays, and scheduled days
off:

Manager Self Service > Time Management > Manage Schedules > View Schedules

Favorites | MainMenu > Mamager Self Senice > Time Management
v Ly L v

Main Menu > Manager Self Senice »

| Time Management
Manage schedules, view and approve reparted and payable time, absence and overime request; W

Iﬁ Maintain Time Approvers Kfi Manage Schedules K
\aintain Time Approvers Assign permanent wark schedules, change schedules for a day, week orrange of dates

=] Assign Work Schadule

[ Manage Schedules

Approve Time and Exceptions
Approve reported or payable time, overfime and absence requests, and manage excepfions
= Reported Time

[ Excaptions
[ Absence Requests
ﬁr’ Report Time "] Time and Labor Reports V|ew Time

Repartime or request absences 5 TL Higrarchy Report V|ew calendars, halances; forecasted and payable fime, accumulators and mare

= Timeshest 5] TL Payable Time Repor [ Pavable Time Summary

7] Absence Request 5] TL Reported Time Repot [ Pasable Time Detail
[ Absence RequestHistory
[ Absence Balances

Favorites ~ Main Menu > Manager Self Service > Time Management

Main Menu = Manager Self Service = Time Management =

ﬁ Manage Schedules

Assign permanent work schedules, change schedules for a day, week, or range of dates.
= Assign Work Schedule ’ﬁ lanage Schedules
Assign an employee’s parmanent work schedule. Change schedules, swap or copy employee schedules or schedule replacements.




e View Schedules by entering in a group id or Empil ID.

e You are able to view the employee, job title, schedule and requested leave.

Description
Group ID
Empl 1D
LastName

FirstName

Weekly Schedules

- Employee Selection Criteria

| Clear Selection Criteria | Save Selection Criteria |

Ogp0w instructions

Date and Schedule Selection

View By: Week

<= Pravious Week

view Al &1 First 1 4100199 O Last

Empl ID

1083077
® ® @ ® ® ®
0 eurs

1260809
= & & & = & &
[ [ 0 b [ T [ [

0903340
v v i e iv e -

Taskaroup

0064 Educational Psychology PSNONCATSK
0064 Educational Psychology PSNONCATSK
0059 Inst for Urban Education PSNONCATSK

View Schedule Key

This view includes a key at the bottom of the page that includes the icons on the calendar.

Planned Absence

Scheduled OFF Day

OFF




ABSENCE REQUESTS

e Approve
¢ Adjustments
¢ Submitting on behalf of an Employee

e View

WORKFLOW

¢ Employee initiates the workflow by submitting an Absence Request
e If the employee has enough hours, the system will allow the employee to successfully
submit the request, if not, it is denied.
e The absence request is sent to the Time Approver (TA). The following roles have the
ability to approve the Absence Request
o The TA and TA Alternate
o The PA and PA Alternate
e The Time Approver has the ability to:
o Approve: The Absence Request is only approved once. Once it is approved, it is
final and becomes approved payable time.
o Deny: The approver can deny the request, whereby the employee would need to
go back and re-enter a new request
o Push Back: The approver can push back the request to the employee to edit,
update, or cancel.
e Any changes after the Absence Request is approved are completed on the timesheet by
the Time Approver (TA)



To Approve Absence Requests

Manager Self Service > Time Management > Approve Time and Exceptions > Absence Request

Favorites  MainMenu 5 Manager Seff Senvice > Time Management

L4 v L4

ain Henu » Jianaggr Seff Senice =

(J Time Management

lanage schedules, view and approve reparted and payable ime, absence and overime requests, exceptions, and mare.

F:TMaimainTime Approvers // lanage Schedules // | Approve Time and Exceptions
== lfaintain Time Appravers W hssign permanentwork schadules, change schedules for a day, week orrangeof dates. W& Approve reported or payable fime, averime and absence requests, and manage excaptions.
{7 Assion Work Schedule 7 Reported Time
= Hanags Schedules 7| Exceptions
7] Absence Requests
/ Repor Time / Time and Labor Reports 7 View Time
4 Repotfime or raquest absences. " [ TL Hitarch Reper " View calendars, balances, forecasted and payable time, accumulators and mare,
7 Timesheat I TL Pajatle Time Repor 7 Payatie Time Summany
1 Absence Request 7 TL Reported Time Repart 1| Payatle Time Detai
7] Absance Request History
) Absance Balances

Iain Menu > Manager Self Senice > Time Management »

/‘ Approve Time and Exceptions
Approve reported or payable time, overtime and absence requests, and manage exceptions.

iT:"‘ Reported Time

iT:" Payable Time

Ff‘ Exceptions
Approve reported time and task details for a day, week, ortime period. Approve payable time. ! Manage exceptions for a group of time reporters.
|i: Absence Requests ||: Override Rules

" Approve, deny or push back an employee's absence raquest. —! Ouerrid rules by Date Under Report for the selected time reporter.

¢ Click onto Absence Requests to view the pending absence requests for your employees.

o The page displays the name of the employee, employee ID, job title, type of absence, the
start and end date and when the request was submitted.

e To view the details and take action on the request, click on the employee’s name.




Absence Requests

Name

by Status and select the Refresh button.

Click on the requestor's name link to approve or deny the request. You can view the
manthly calendar for your direct reports by clicking on the View Monthly Calendar link.
Toview all requests or previously approved/denied requests, use the Show Requests

*Show Requests by Status: | Pending |z| Refresh

Hame Employee ID  Job Title Absence Hame Start Date End Date Status Submitted
Asst, Teacher Cerification Sick 02/20/20123 |02/2002013 Submitted 02/04/2013
Asst, Teacher Cerification Vacation 02/21/2012 |02/212013 Submitted 02/04/2013
Asst, Teacher Cerification Sick 02/06/2013 |02/05/2013 Submitted 02/04/2013

Go To:

Reguest Employee Absenc

[1e]

Wiew Absence Balances

View Absence Reqguest Histary

Wiew Maonthly Calendar

Once you click on the employee’s name, you will be able to review the details for this

request.

o

This will also show the current and projected balance of leave for the employee.

In this view, you are able to take action on this request which includes approving,

denying or pushing the request back.

An email will be sent to the Time Approver and the Alternate and the Payroll

O
Approver and Alternate

o An Absence Request only has to be approved by the Time Approver

o Approve (1): will approve the request. No other action can be taken. If the
Absence Request needs to be modified, the TA will have to create an Absence
Adjustment on the employee’s electronic timesheet.

o Deny (2): will deny the request. No other action can be taken.

o Push Back (3): will send the Absence Request back to the employee. The
employee is then able to edit and make corrections to the form and resubmit or
cancel the request.

O

o

An email will be sent to the employee after any action is taken on the Absence

Request

For any comments, you can add them in the approver comments field.

Comments should be provided if request is denied or pushed back.




Current Balance reflects the hours that the employee currently has available and includes
any hours pending
o For example, if an employee currently has 40 hours, but has an approve absence
request for 16 hours next month, and has an absence request pending for 8
hours:
» Current balance: 16 hours
If an absence request is for a future month, a Projected Balance displays, which includes

the current balance plus projected leave accruals for the future months



Request Details

Name

Review the details for this request and either apprave, deny or submit far rework. You
may also enter optional comments about each approval choice.

Absence Detail
Start Date: Q22002013
End Date: o2r202013
Absence Name: Sick Current Balance:  0.00**
Reason: Employee/Self Projected Bal
Partial Days: Mane
Duration: 2.00 Haours
Status: Submitted
Comments
Requestor Comments:
Approver Comments: ?
“
ISCIAIMmEr: e curren dnce Goes Not reTie ; ences that nave I'II}. en pruu:essed.
[ Approve [ Deny | [ Push Back

Go To: View Absence Histary

View Monthly Calendar

Pending Absence Reqguest

View Absence Balances 2 3

1




ABSENCE REQUEST CORRECTIONS

Manager Self Service > Time Management > Report Time > Timesheet

Favorites  Main Menu > Manager Seff Senvce » Time Management

Main Menu > Manager Self Senice »

) Time Management
Ilanage schedules, view and approve repartad and payable time, absence and overime raquests, excepfions, and more.
E Maintain Time Approvers Kfi Manage Schedules KJ Approve Time and Exceptions
Maintain Time Approvers Agsign permanent work schedules, change schedules for a day, week, or range of dates, Apprave reported or payable time, averlime and absence requests, and manage excepfians.
T Assion Work Schadule 7| Reported Time
T Manage Schedules 7] Exceptions
7] Absence Requests
Kfi ReportTime ,’ Time and Labor Reports KJ View Time
Regortfime or request absences. T2 TL Hirarch Repor View calendars, balances, forecasted and payable ime, accumulators and more.
7 Timeshegt 5| TL Pavable Time Repot 7] Payable Time Summay
7 Alsence Request T2 TL Reported Time Repor 17 Paratle Time Detal
7] Absence Request History
7] Absence Balances

ﬁ Report Time
Report time or request absences.

=] Timeshest

e Delete or correct on the employee’s Timesheet. If the absence request has already been
approved, the time must be corrected on the timesheet.

e Absences on the timesheets are view only; they must be adjusted by adding additional
entries

e Click on the plus sign on the row where you wish to correct the time. This will add a row
below the entry. (1)

Favortes ~ Maih Menu > Manager Seff Service > Time Management > Report Tme > Timesheet
v v v v v

- v

b Title:  Asst, Teacher Certification Employee Record Number: 0

View By: | Time Period “Date: \02/1 32013 IEi] 2 Refresh | == Previous Time Period ~ Next Time Period ==

=< Previous Employee Next Employee >

Reported Hours: 24.00 Hours Scheduled Hours:  80.00 Hours  Show all Punch Types 1
From ozmmiam 0212612013

) Wed 213 New 8.00 HO060 Q [csT 13

O Tha 214 Approved 171 - Vacation 800 800 HO0B0 csT M4 E l I

171-Vacafion 800 800 HIOR0 CoT o

e Select the correct Time Reporting Code (TRC) from the drop down menu.



o For avacation correction, select By1-Vacation Adj. (2)

| =]

171 - Vacation

K2l

020 - Regular Earnings Bi-Weekly
132 - Call Qut Time

471 - Disciplinary Action

ATE - College Release Adj

ABO - Professional Release Adj
B01 - Administrative Lv Adj

B21 - Bereavement Lv Adj

B23 - Emergency Lv Ad]

B29 - Weather Emergency Lv Adj
B41 - Jury Duty Adj
B43 - Other Paid Lv Adj
B71 - Vacation Adj
B21 - Sick Adj
B9S - Comp Time @ 1.0 Adj

C00 - Marrow Donor Lv Adj

C01 - Organ Donor Lv Adj

C02 - Blood Donor Lv Adj

31 - Military Lv Adj

D05 - Comp Time @ 1.5 Adj — I

[ »

m

¢ In the quantity field, select the number of hours to reverse. (3)

o This time will need to be negative since you will be taking away the hours.

| =] | 3

171 - Vacation 8.00
'B71 - Vacation Adj =] -8.00

e To correct the type of leave, click the plus sign to add an additional row for a new entry.
e Add the correct TRC.
o Ifitis a correction from vacation hours to sick hours, select the TRC B81-Sick
Adj.

e Add the hours for the new leave; this number will be positive. (4)



\H_I

171 - Vacation 8.00 4
'B71 - Vacation Adj =] | -8.00
'B81 - Sick Adj =] | 8.00)

CREATING AN ABSENCE REQUEST ON BEHALF OF AN EMPLOYEE

Manager Self Service > Time Management > Report Time > Absence Request

Favories | Main Menu > Manager Self Service > Time Managemer
Main Menu > Manager Sef Senice »
C) Time Management

I1anage schedules, view and approve reparted and payable fime, absence and avertime requests, excepfions, and more.

E Maintain Time Approvers K) Manage Schedules m;‘) Approve Time and Exceptions
aintain Time Approvers Assign permanent work schedules, change schedules for a day, week or range of dates, Approve reported or payable fime, overfime and absence requests, and manage excepfions
T Assion Work Schedule 7] Reparted Time
7 Manage Schedules | Excepfions
7] Absence Requests
b) Renort Tine ’ Time and Labor Reports ’ View Time
Reporttime or request absences F5| TL Higrarchy Report Vigw calendars, balances, forecasted and payable fime, accumulators and more.
I Tmeshet 19 1L Perale Tme Repor P Paatle Time Summary
15 Adsence Reques! I%| TL Reported Time Report 17 Payatle Time Detal
F5] Absence RequestHisfory
5] bsence Balances

ﬁ Report Time
Report time or request absences.

=] Timesheet
lEI Abzence Reguest I

e When submitting absence requests, the end date should be the last day of the leave
request

e If an employee is not assigned the correct work schedule, the employee will be unable to
submit an absence request for a date on when he/she is scheduled to be off. Please

ensure that your employees are assigned the correct work schedule.



e With the Absence Request, you are able to add requests for employees.
e Enter today’s date (1)

e Click continue (2)

Request Absence

IJse this transaction to request absences. In arder to proceed with this transaction, some additional
information is required. Please provide the information requested below, then click the Continue
button

Enter the Effective Date

Enter the effective date for determining your direct repaorts.

As Of: 02/04/2013 [

J 2
 Continue

Return to Time Management

e Select the group from the list (3)

o Only one group can be selected at a time



Request Absence

Select a Group to Process

On this page, you'll selectthe Group [D that defines the group of employees from which you can
selectthe employee(s) to process.
Listed below are all ofthe Groups that specify as the Group Manager.

Select a Group
Select Group

HAD10 HOO58 0852221 TA
@ HAD11 HOO58 0085895 TA
@ HAD12 HOO53 11524808 TA
@ |HAD13 HO058 0090361 TA
@ HAD14 HOO58 0191261 TA
@ |HAD15 HOOG2 0082051 TA
@ (HAD16 HOO58 0881298 TA
@ HAD31 HOOG0 0088871 TA
@ HADS0D HOOG2 0152133 TA
@ HADS1 HOOG2 0082106 TA
@ |HAD52 HOOG2 0083874 TA
@ |HADS3 HOOGZ2 0092183 TA
@ HADS4 HOOG2 0081146 TA
@ |HADGS HOOG2 0081562 TA
@ (HADSE HOOG2 0089635 TA
@ |HADS7 HOOG2 0082437 TA
@ |HADGS HOOG2 0084674 TA
@ HADBA HOOGZ2 0144155 TA
@ |HADSB HOOG2 0175602 TA
@ HADSC HOOGZ 0696873 TA
@ |HADSD HOOG2 0081538 TA
@ HADE1 HOOG3 0082162 TA
@ HADGZ2 HOOG3 0162819 TA
@ |HAD73 HOOG4 0090572 TA
@ HAO74 HOOG4 0082441 TA
@ HADSG HOOGS 0081136 TA
& (HA111 HO296 0093038 TA

Continue | - Cancel |




e Select an employee (4)

o Once again, only one employee can be selected at a time

Request Absence

Select Employees to Process

0n this page, you'll selectthe employee(s) you'll be working with. You can work anly with employees
who reported to you as of the date you entered on the first page.

The Bk ‘Org Chart' icon that optionally appears in the list of employees below indicates that other
employees report to this employee. You may drill-down into the arganization to select employees who
indirectly report to you by clicking on these "Qrg Chart' icons. You may also navigate back up the

organization after drilling-down by clicking on the 4] Drill-Up" icon above the list of employees.

After you've selected the employee(s) you'd like to wark with, click the Continuwe buttan to cantinue to
the next step ofthe process.

Cancel
Select Employees
Reports To: _ As Of 02/04/2013
 Continue
Find | 2 First & 14074 1 |ast
Name Empl ID Emol | ooy status HR Status ﬁmn
) i Associate
& 0| Active Active Professar
& 4 0| Active Active Professar
) ) Asst
© 0| Active Active Administrative
) ) Exec Dir,
0|Active Active CREATE
~ Continue |

Feturn to Time Management

e Create a Leave Request by selecting the start date and selecting the type of absence (5)



Request Absence

Enter Start Diate and Absence Mame. Then complete the rest of the required fields
before submitting or save for later your request.

Absence Detail

|
sart ate n
Filter by Type: | Al [~]
*Absence Name: |Se|ectﬁbsence rMame E'
Comments

Reqguestor Comments: E
s
* Heguired Field

Go To: View Absence Reguest History

View Absence Balances

Direct REeports

Through this system, you can filter the types of absences by the drop down menu to
"Filter by Type" (6)

o This will only show the absence types associated with this type of leave

Faworites | Main Menu > Time Reporting > Absence Request
- H - -

Request Absence

Name

Enter Start Date and Absence Mame. Then complete the rest ofthg
before submitting or sawve for later your reguest.

Absence Detail

*Start Date: 02/01/2013 |[&)] View Monthly Schedule
Filter by Type: I All

ES .
Absence Name: Bereavement Leave

| Comments Pt

Other Paid Leave
Paid Release Time
Requestor Comments

Sick Leave %
Unpaid Leave =

‘“Yacation Leave

* Reguired Field

Go To View Absence Reqguest History

Wiew Absence Balances




e Or you can simply select the type of leave you wish to request by selecting from the
"Absence Name" drop down menu (7)

o This menu will include all absence types

Favl:‘rrr'rtes MainvMenu » o Time F‘.gpurting > Absence Reguest

Request Absence

Enter Start Date and Absence Mame. Then complete the rest of the required fields
before submitting or save for later your request.

Absence Detail

*Start Date: |EIEIEI1.|'2EI13 El View Monthly Schedule
Filter by Type: | All | ;

*Absence Name; I Select Absence Mame

Bereavement Leave [l

Blood Donor Leave
Requestor Comments CDV Fitness Release Time %
College Release Time Ee
* Required Field Emergency Leave
_ FIML Sick
GoTo:  View Absel Fyi Unpaid Leave
) FIML Vacation =
View Abse Faculty Development Leave 1
Jury Duty

Leave wiPay-Investigation
Marrow Donor Leave
Military Leave

Crgan Donor Leave
Other Paid Leave
Professional Development Leave —
FProfessional Release Time

Select Absence Mame

o Select the type of absence; multiple fields will open on the form.
e Complete the required fields that include the end date of the absence as well as if partial
days will be taken.
o To complete the end date, (8)
» Enter the last day of the employee’s leave in the field with the
MO/DY/YEAR format



= (Click on the calendar icon and select the date

e If there are partial days, you will need to indicate what days will be partial days and enter

the hours that will be missed in the duration field. (9)

Favaorites Main Menu > Time Reporting > Absence Reguest

Request Absence

Enter Start Date and Absence Mame. Then complete the rest of the required fields
before submitting or save for later your request.

Absence Detail

*Start Date: View Monthly Schedule

End Date:

Filter by Type: All

*Absence Name: | Sick E| Current Bal 165.00
*Reason: | Select Absence Reason

Partial Days: | Mone 9

Duration: Haours

| Calculate Duration |

Requestor Comments: %
#

* Required Field

**Dizclaimer: The current balance does not reflect absences that have not been processed.
| Save forLater Submit

Go To View Absence Request History

View Absence Balances

e Multiple absence types will require an additional reason. (10)

o As an example, for sick days, you will need to indicate if it is for you, a spouse, a

child, or a parent

e If there is additional information needed, you can add it to the comments field (11)

e After you complete the information requested, you can save for later or submit it. (12)



b - b b

Request Absence

-

Enter Start Date and Absence Mame. Then complete the rest ofthe required fields
before submitting or save for later your request.

Absence Detail
*5tart Date: 0210172013 [ View Monthly Schedule
End Date: El
Filter by Type: Al |
*Absence Name: |Sin::k E| Current Bal 165.00
*Reason. | Select Absence Reasaon 10

_ . "Child
Partial Days: Employes/Self
Duration: Farent

’ Select Absence Reason
| Calculate Dura ZPOU5
Requestor Commerngs: %
&

* Required Field

**Dizclaimer; The current hE_LIan-:e does not reflect _ﬂ.bS-EI'I that have not been processed.
| SaveforLater Submit

Go To View Absence Reguest History 12

Wiew Absence Balances

e  When you submit the form, you will receive a confirmation
e Click "OK" (13)

e This absence will be automatically approved

Submit Confirmation

¢ The Absence Request was successfully submitted.

= "




To View an Absence Request

Manager Self Service > Time Management > View Time > View Absence Request History

Favorites Main Menu > Manager _S__elf Service > Time Ma_r;l_agement » View___Time » Absence Request History

Absence Request History

View Absence Requests for your employees

Enter the Effective Date

Enter the effective date for determining your direct reports. ‘ As Of: 12/18/2013 |§_‘,:||

|' Continue | 1

¢ Click Continue to select your employees or the appropriate Group ID of Employees (1).

Absence Request History

Select a Group to Process

« |nstructions
Select the Group D for the Employee

Select a Group

Select Groug

@ H2034 HO169 TA
@ H2037 HO0169 TA
@ J2002 2 |7a
@ J2023 HO0169 TA
@ J2030 H0169 TA
~ Continue ~ Cancel

e Select the appropriate Group ID and click Continue (2).
e Select the appropriate Employee to view Absence Request History (3).



Absence Request History

Select Employees to Process

+ Instructions
On this page, you'll select the employee(s) you'll be working with. You can wark only with employees
who reported to you as of the date you entered on the first page.

The iib ‘Org Chart' icon that optionally appears in the list of employees below indicates that other
employees report to this employee. You may drill-down into the organization to select employees who
indirecthy report to you by clicking on these "Org Chart’ icons. You may also navigate back up the

organization after drilling-down by clicking on the [+] ‘Drill-Ug" icon above the list of employees.

After youve selected the employee(s) you'd like to work with, click the Contfinue button to continue to the
next step of the process.

Cancel
Select Employees
Reports To: _ As Of: 01/02/2014
Find | B First &1 1.6 0f
i} Last
Empl Jobcode
Hame Empl 1D Rod# Pay Status HR Status D intion
. . Police
@\ 0 Active Active Sergeant
) . Police
(3] 0 Active Active Sergeant
3 3 0 Active Active Paolice Officer
& 0 Active Active Police Officer
. . Falice
(3] 0 Active Active Sergeant
. . Police
(3] 0 Active Active Corporal




Corrections to Reported Time

Manager Self Service > Time Management > Report Time > Timesheet

Review time

Make corrections if necessary

There are a few instances when a correction is needed on a timesheet. These corrections

include:

o Missed punch: When the employee misses a required punch, it is the TA
responsibility to enter the correct punch

o Call out time: When an employee returns to work and does not work the
minimum number of department call-out hours, it is the responsibility of the TA
to enter the additional time required on the timesheet.

o Disciplinary Action: If an employee is off work due to disciplinary action, it is
the TA responsibility to record this in TRAM

o Off-Campus work (i.e. campus training): If an employee is working off
campus, such as offsite training, the TA will record the employee’s time in the
system

o Leave time corrections: Corrections to absence requests after they have been
approved must be adjusted by the TA on the timesheet

o Reg Hrs, except as described above, and Holidays should NOT be changed

When such an instance occurs, it becomes unapproved reported time and must be
“reapproved” as reported time by the Time Approver. It is imperative that the reported
time be approved before the Time Administration process is run. Time Administration is
the process that converts the approved reported time into unapproved payable time that

needs to be approved by the Payroll Approver.

Auditing will occur to view any changes to timesheets. It is important that any
corrections to the timesheet are accompanied by a comment regarding the reason for the

adjustment.

Approve the unapproved reported time



Fevortes | Main Menu > Manager Self Servce » Time Management

Main Menu » Manager Self Senice =

i+ Time Management
Ianage schedules, view and approve reported and payable time, absence and overtime requasts, excepfions, and more.
@ Maintain Time Approvers ﬂ Manage Schedules ﬂ Approve Time and Exceptions
Haintai Time Approvers Assign parmanent wark schedules, change schadules for a day, week, or fange of dates Approve reported or payable ime, ovarime and ahsence raquests, and manage excaptions.
7] Assian Work Schedule [ Reported Time
7] Manage Schedules 7] Excepions
7] Absence Requests
W Report Time W Time and Labor Reports ﬂ View Time
Repartime or request aosences [F] TL Hierarchy Report View calendars, balances, forecasted and payable ime, accumulators and more.
7 Timeshest 7 TL Payabls Time Repor 7 Pavable Time Summany
7] Asence Request 7] TL Reporied Time Repor T¥) Payale Time Detal
7] Absence RequestHistory
7] Absence Balances

=] Timesheet

0=

e Look up data by Group ID, Empil ID or employee name (1)
¢ Enter the information

e Click Get Employees (2)

Report Time

Timesheet Summary
~ Employee Selection Criteria

Description Value
Group 1D [Hao0B /

Empl ID |

Last Name |

LR L L

First Mame |

| Clear Selection Criteria | Save Selection Criteria | | Cet Employees | /

Show Schedule Information

View BY: [ \week [+] Dater |0z/04/2013 [H) == Previous Week Mext Week ==

Approve Reported Time

Approve Absence
Manager Self Service
Time Management




e It will bring up a list of employees and a snap shot view of their reported hours, hours to
be approved, scheduled hours, approved hours, denied hours

¢ Click on the Employee Name to access the timesheet.

Show Schedule Information

View By [yyeek Date: [n/02/2013 [5 k= Previous Weel Mext Week ==
Fmnlovaae For Jose .J Martinez, Totals From 01/02/2013 - 01/08/2013 Personalize | Find | B First £ 199 orge I | aat
~ Empl
Job Reported Hours to be Scheduled N Reported Approved/Submitted N Department
Description Hours Approved Hours EEET Absence Hours seloosiimr % R Description ISR R
pinscr 400 0.00 0.00 400 0.00 0/HO0G4 Bducalional  pepocaTsK
Academic 2 Psychology
Advisar, 0.00 0.00 0.00 0.00 0.00 0 HOOB4 Educational | pgpoycaTsk
Academic 1 Psychaology
SRS 0.00 0.00 0.00 0.00 0.00 0 H0059 Instfor Urban | nor oy caTsk
Aszsistant Education
e Review the time on the Timesheet for the selected individual
e Select the time period you wish to view by selecting the date (3)
View By: ﬂ *Date: 10/09/2013  [3] |4 Refresh =< Previous Time Period Mext Time Period ==
=< Previous Employee MNext Employee ==
cheduled Hours: ~ 80.00 Hours

e The timesheet will appear

e Review the punches

From 10/09/2013 to 10/22/2013

O Wed 1019 Approved [ z:00:00Pm | [ [ 1220 -] 3.00 H0169 @, |csT = =
] Thu 10110 Approved [ [ [ [ 3:12:00am -1 8.00 HO169 @, |csT = #
O Approved [ 3:00:00Pm | [ [ 11:00:00PM) 8.00 -] 3.00 H0169 @, [csT = =
O Fi om :iz:rd;al [ 3:01-00Pm | [ [ 11:01:00PM) 8.00 -] 8.00 HO169 @, |csT = =
O | ¢ sat 10112 New [ [ [ [ -] 0.00 H0169 @, csT e
[ €2 s 1013 New [ [ [ [ S| 0.00 HO169 @, |csT = =
O | > Mon 10714 Approved [ 6:59:00AM | [ [ 8.00 -] 8.00 HO169 @, |csT = [+
o6 Approved [ [ [ 2:59-00Pm) || 8.00 [HO169 @, |csT = =
[ € Tue 1015 Approved [ 6:59:00am [ [ [ 2:53:00PM) 8.00 || 8.00 H0169 @, |csT = |H
[ € wed 10116 New [ [ [ [ -] 8.00 [HO169 @, |csT = =
O € T 1047 Approved [ 6:59:008m | [ [ 4:01:00Pm) 9.03 -] 3.00 H0169 @, |csT = H
O €2 P 10118 New [ [ [ [ -1 8.00 [HO169 @, |csT ==
[ > sat 10119 HNew [ [ [ [ S| 0.00 [Ho169 @, |csT = =
O € s 1020 New [ [ [ [ -1 0.00 Ho169 @, |csT = #
[ € Men  10/21 New [ [ [ [ S| 8.00 HO169 @, [csT = =
O ¢ Tue 1022 New [ [ [ [ | 8.00 HO169 @, |csT = =
™ select i [0 pesslect Al




Leave Request Adjustments

e For some corrections, such as an Absence Request, you will need to insert a row and add

a TRC code

e If the absence has already been approved, the time must be corrected on the timesheet.

e Absences on the timesheets are view only, they must be adjusted by adding additional
entries

¢ Click on the plus sign (4) on the row where you wish to adjust the time. This will add a
row below the entry.

Favortes | Main Menu > Manager Seff Service > Time Management > Report Time > Timesheet
v v v v v

b Title:  Asst, Teacher Certification Employee Record Number: 0

View By: ﬂ *Date:  02/13/2013 Iii] |2 Refresh | << Previous Time Period ~ Next Time Period >>
== Previous Employee Next Employee ==
Reported Hours: 24.00 Hours Scheduled Hours: 8000 Hours  Show all Punch Types

() Wed 213 New [ | | [ [ [+ 8.00 HO060 Q csT Q| M [

O Thu 214 Approved 171 - Vacation 800 800 HO060 csT na | [=] I

171-Vacation 800 800HO0GD CoT o[-

e Select the correct Time Reporting Code (TRC) from the drop down menu. (5)

o For avacation correction, select B71-Vacation Ad;.



| Eaf

171 - Vacation

=]

020 - Regular Earnings Bi-Weekly
132 - Call Out Time

471 - Disciplinary Action

ATE - College Release Adj

ABQO - Professional Release Adj
BO1 - Administrative Lv Adj

B21 - Bereavement Lv Adj

B23 - Emergency Lv Ad]

B29 - Weather Emergency Lv Adj
B41 - Jury Duty Adj
B43 - Other Paid Lv Adj
B71 - Vacation Adj

B81 - Sick Adj

BO95 - Comp Time @ 1.0 Adj

C00 - Marrow Donor Lv Adj

C01 - Organ Donor Lv Adj

C02 - Blood Donor Lv Adj

31 - Military Lv Adj

D05 - Comp Time @ 1.5 Adj . i

[ »

m

¢ In the quantity field, select the number of hours to reverse. (6)

o This time will need to be negative since you will be taking away the hours.

| =] | 6

171 - Vacation 8.00
'B71 - Vacation Adj =] -8.00

e To correct the type of leave, click the plus sign to add an additional row for a new entry.
e Add the correct TRC.
o Ifitis a correction from vacation hours to sick hours, select the TRC B81-Sick
Adj.

e Add the hours for the new leave; this number will be positive. (7)



| =] |

171 - Vacation 8.00 7
'B71 - Vacation Adj =] | -8.00

'B81 - Sick Adj =] | 8.00|

Adjustment by Quantity

e To create an correction for a Call out time, disciplinary or off campus time:
o Enter the quantity (1)
o Enter the TRC code (2)
o Enter a comment (see Adding Comments)

o Save

() Wed 1015 New | | | | 471 - Discipinary Acton

- Regular Eamings Bi
132 - Call Out Time
471 - Disciplinary Action
ATE - College Release Ad)
ABl - Professional Release Ad)
AB3 - Wellness Leave Ad]

B01 - Administrative Lv Adj =
B21 - Bereavement Lv Ad]

B23 - Emergency Lv Ad]

B29 - Weather Emergency Lv Ad]
B41 - Jury Duty Ad]

B43 - Other Paid Lv Adj

B71 - Vacation Ad] | &
Ba&1 - Sick Adj

B95 - Comp Time @ 1.0 Adj

CO00 - Marrow Donor Ly Ad

C01 - Organ Donor Ly Adj

C02 - Blood Donor Ly Ad]

C31 - Military Lv Adj T




Missed Punch Correction

e When an employee misses a punch, it is the responsibility of the TA to enter the punch
on the timesheet with a comment.
e To enter a miss punch, enter the time on the same line as the other punches for the day.

e Enter a comment (see Adding Comments)

e Save

From 10/09/2013 to 10/22/2013

[
[] | G Wed 1019 Approved [ 3:00:00PM | [ [ 12.20) [+] | 8.00 HO169 @ CST = |
[ @ Thu 1010 |Approved \ [ [ [ 3:12:008m I 5.00 [H0162 @ csT ERIE]
0@ Approved [ 3:00:00PM1 | [ [ 11:00:00PM1 8.00 -] 5.00 [H0168 @, |csT = (=
O o EEE?;E‘ [ 301:00PM | | [1r01:00PM g0 [ 2.00 0169 @, |csT =R
0| Qlsat 1012 New \ | | | [=]] 0.00 Ho169 @, cst g |#
[ 62 sun 1013 [Mew \ [ [ [ Sl 0.00 [H0168 @, csT ERIE]
[0 €2 Mon 1014 Approved [ 6:53:00AM | [ [ soo [x]] 8.00 HO169 @,/csT = |
oo Approved \ [ [ | 2:53:00PM . 5.00 [H0162 @, csT = |[#
[ ]G> Tue 1015 | Approved [ 6:59.00aM | [ [ 259.00PMm goo [« 5.00 Ho168 @, |csT = |H
O ¢ Wed 1016 |[New \ [ [ [ | 5.00 [H0168 @, csT =] |[#]
0 [T 1017 |Approved [ B:50:00AM | [ [ 4:01:00PM 2| I 8.00 HO169 @, |csT ERIE]
[ G Fi 1018 MNew \ [ [ [ . 5.00 [H0162 @, csT = |[#
[ |sat 1019 New \ [ [ [ | 0.00 [Ho168 @, |csT =] |[#]
O ¢ sun 1020 |[New \ [ [ [ I | 0.00 [Ho168 @, csT =] |[#]
O | ¢ Mon  10:21 New \ [ [ [ I 8.00 HO169 @, |csT ERIE]
[ G2 Tue 1022 New \ [ [ [ I 5.00 [H0162 @ csT = |+
™ selectal [0 peselect Al

Adding Comments

e Ifyou must enter a correction or punch, a comment will be required.
o To add a comment, click the callout icon (1)

o This will open a field to enter comments



Timesheet

&

O [Thu
O Fri
O | ¢ |sat
O | & [sun
2 Man
O Tue
2 Wed
2 [ Thu
2 Fi
O | QO [sat
[ ¢ |sun
O |Mon
O Tue

411

412

413
4114

4/15

4/16

417

4/18

4119
4720
421

4722

4723

From 04/10/2013 to 0412372013

Needs
Approval

7-15:00AM [ 11:30-00AM] | 12:15:00PM |

4:00:00PM

Needs
Approval

7:30:00AM | 11:48:00AM] | 12:45:00PM |

4:30:00PM

Needs
Approval

7:05:00AM | 11:55:00AM] | 12:55:00PM |

4:05:00PM

5:00:00AM [ 12:00:00PM| | 1:10:00PM |

4:30:00PM

=
@
@
a
@

7:16:00AM [ 11:00:00AM| | 12:00:00PM |

4:15:00PM

=
@
@
a
@

7:30:00AM [ 11:30:00AM| | 12:30:00PM |

4:30:00PM

=
@
@
a
@

7:15:00AM [ 11:45:00AM] | 2:00:00PM |

4:05:00PM

7:15:00AM [ 12:00:00PM| | 1:00:00PM |

4:00:00PM

Needs
Approval

7:20:00AM | 11:00-00AM] | 12:00:00PM |

4:15:00PM

Needs
Approval

[# select At [0 pesetect Al

| Apply Rules JI

Clear

E Reported Hours Summar

Balances - select to view

- select to view

7-15:00AM | 12:00:00PM] | 1:00:00PM |

| Submit

Approve Selected

I Deny Selected |

Approve Absence

Return to Select Employee

4:15:00PM

8.00 <] 8.00 [H0O060
8.05 <] 8.00 [H0O060
8.00 <] 8.00 [H0O060

- 0.00 [H0060

<] 0.00 [HO0G0
7.33 || 5.00 [H0060
5.00 || 5.00 [H0060
5.00 || 8.00 [HO060
6.56 || 8.00 [H0060
7.75 || 8.00 [HO060

-] 0.00 [H00G0

Bl 0.00 [HO0G0
7.91 <] 8.00 [H0O060
8.00 ~] 8.00 [H0060

@ csT
@ csT

@ csT
Q csT
@ csT

Q csT
Q csT
Q csT
Q csT

@ csT
@ csT
@ csT

@ csT

G csT

000NN @DN§DNONND oD

[

H| #

H HEE

HHH

B HEH

e Type in your comments in the comment field (2)
e Click Save (3)

Favorites
-

Main Menu > Manager Self Service > Time Management > ReportTime > Timesheet

Comments

Date Under Report:

Operator Id

10/22/2013
11:34AM

10/20/2013

DateTime Created Source

Personalize | Find |

Time Reporting




e If time is adjusted and no comment is entered, the system will not allow you to move
forward. It will prompt you with the following message:

Message

Enter comments in the Comments Section. Comments must be entered to Submit requested change(s) to the timesheet




APPROVING REPORTED TIME

Time Approvers are responsible for approving reported time; reported time can be approved
daily 24.7; however, all reported time must be approved by Wednesday at noon every week. The

following is reported time that needs to be reviewed and approved

¢ Punches from TCDs or Web Clock
¢ Corrections entered by the TA

To identify employees with pending Reported Time, please use the following
method:

Review Reported Time to be Approved in PeopleSoft

Manager Self Service > Time Management > Approve Time and Exceptions > Reported Time

Favorites  MainMenu 5 Manager Seff Senvice > Time Management

Main Henu » Jianager Seff Senice =

(5 Time Management

lanage schedules, view and approve reparted and payable fime, absence and overime requests, exceptions, and mare.

F:T Maintain Time Approvers
Iaintain Time Approvers

/ ReportTlm
Repomwmeo Tequest absences.

7 Timeshest
7 Absence Request

Main Menu » Manager Self Senice = Time Management »

/ Approve Time and Exceptlons

[*== Reported Time
TP;

Approve reported time and task detalls for a day, week, ortime period.

/ Manage Schedules
J\sswgn pemmanent work schedules, chang schedules for & day, wesk, orrange of dafes.

[ Assion Work Schedule
17 1anage Schedules

# Time and Labor Reports

L8

7 TL Hiararchy Report
[ TL Payable Time Report
7 TL Reported Time Repor

l_—T Payable Time
Approve payable time.

= Absence Requests
Approve, deny or push back an employee’s absence request.

== Override Rules

=

/ Approve Time and Exceptions
L Approve repartad ar payable ime, overime and adsence requests, and manags excaption

7 Reported Time
7 Exceptions
7] Absence Requests

/ View Time
’ View calendars, balances, forecasted and payable time, accumulators and mare
1] Payanle Time Summary
7] Payable Time Detal
7] Absance Request History
7] Absence Balances

HTT:T Exceptions
Manage exceptions for a group of time reporters.

Override rules by Date Under Report for the selected time reporter.



e Group ID: Enter your Group ID (1)
e View by: Select “All Time Before” (2)

e Date: Enter the date (usually the day after the pay period ends to you will see everything
for the period) (3)

e Get Employees: Click “Get employees” to generate a list based on the criteria you

selected. (4)

e Select Employee: Click on the name of the employee. Review the timesheet and approve.

(5)

Favorites | Main Menu > Manager Self Service > Time Management > Approve Time and Exceptions > Reported Time
- i - - - -

Approve Reported Time

Timesheet Summary 1
~ Employee Selection Criteria

Description /
Sroup 1D I’Wﬂ

Empl ID [

Last Name a,
First Mame (&}

- ) |
| Clear Selection Criteria | Save Selection Criteria I| Get Employees

o ' | | IV\ a

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

Show Schedule Information

View BY:  [Week =] IDﬂle: 03/05/2013 |[5) == Previous Week Mesxt Week ==

Include Absence

Report Time
Manager Self Service 3

Time Management

- ' ~ Deeg L »
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A Time Administration process is run weekly that converts Reported Time into
Payable Time. After the process is run, Payable Time generated and the associated

Reported Time can be viewed by employee and week.
Review Payable/Reported Time by Week

Manager Self Service > Time Management > View Time > View Payable/Reported Time

Favorkes  Main Menu > Manager Self Senvce > Time Management

Main Menu > Hanager Self enice >

i Time Management
Ianage schedules, view and approve reparied and payable fime, absence and overime requests, exceptions, and mare
F:TMaimain Time Approvers / ] Manage Schedules / Approve Time and Exceptions
~ aintain Time Approvers v Assion permannt wark schedules, change schedules for a day, week, orrange of dates. v Anprove reported or payable fime, overime and absence requests, and manage excepfions.
% Assian Work Schedule 7] Reported Time
% Manage Schedules 7] Excentions
7] Absence Requests
/ Report Time 7 Time and Labor Reports ~ | Viw Time
4" Repotime orrequestabsences (" 2 TL Herachi Repor 4" View calendars, blances forecasted and pajable e, accumulaors andmare
) Tineshest £ TL Pavatle Time Repot 7] Paiabe Tme Summary
7 Asence Request £ 1L Reported Time Report 7 Paiable Time Deta
7] Absence Request Histary

Fav:lrits Main'Menu ) Managersve\fSerw'ce ) TimeMagagement ) View"l'lme

Main Meny > Manager Sef Senvice > Time Management »

' View Time

View calendars, balances, forecasted and payable ime, accumuators and more
ayable Time Summary 3 Payable Time Detail ‘ E View Payable/Reported Time

< View a stmmary of an employee's payable tme. View details of an employee's payable bme View a summary of employee's payable ime and associated ime reporied

ﬁ Absence Request History === Absence Balances 3 Exceptions History
View an employee's absence request history View an employee's absence balances. View a time reporier's history of archived time exceptions.



e Group ID: Enter your Group ID (1)

e Get Employees: Click “Get employees” to generate a list based on the criteria you
selected. (2)

e Select Employee: Click on the name of the employee. View Payable/Reported Time. (3)

Favcirites Main_'_Menu » Manager _S'elf Service > Time Management > View Time > View Payable/Reported Time

Payable/Reported Time Summary
1
Select Employee
v Employee Selection Criteria
Description
Group ID
Empl ID
_ Clear Selection Criteria | Save Selection Criteria l| Get Employees | I
|
| | | |
2
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EXCEPTIONS

Clearing exceptions is the responsibility of the Department Time and Payroll Approvers and/or
the HRMS/Payroll Office. There are two types of exceptions:

o Low Severity: Exception allowed; no action required.
o Late Punch
o Long Lunch
o High Severity: Must be corrected.
o Invalid punch order: This is the exception the departments should fix. This
exception is when a punch is out of order.
o Missed punch: When the employee misses a required punch, it is the TA’s
responsibility to enter the correct punch
o Once a correction is made, it becomes unapproved reported time that must then go back
through the approval process

o When corrections are made in the system, they must be accompanied by a comment

ADDING COMMENTS

e Ifyou must enter a punch, a comment will be required.
o To add a comment, click the callout icon (1)

o This will open a field to enter comments
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e This will open a field to enter comments

e Type in your comments in the comment field (2)

e Click Save (3)

Favorites
v

Comments

Main Menu > Manager Self Service > Time Management

> ReportTime > Timesheet

Operator Id

10/22/2013
11:34AM

Date Under Report:  10/20/2013

DateTime Created Source

Personalize | Find | Vi

Time Reporting




e If time is corrected and no comment is entered, the system will not allow you to move
forward. It will prompt you with the following message:

s ——

Enter comments in the Comments Section. Comments must be entered to Submit requested change(s) to the timesheet

|—ok—]

To identify employees with High Severity Exceptions, please use either of the following

methods:
Options 1: Review Exceptions in PeopleSoft:
Manager Self Service > Time Management > Approve Time and Exceptions > Exceptions

o Group Id: Enter Group ID (1)
o Click on Filter Option
o Date Filter: Select “between” (2)
o Start Date: Enter the beginning date of the pay period. (3)
o End Date: Enter the ending date of the pay period. (4)
o Severity: Select “High” (5)
o Click OK: This will provide the results based on your filter options. (6)



Favorites Main Menu . Manager Self Service . Time Management -  Approve Time and Exceptions -  Bxceptions
2 New Window
Manage Exceptions

~ Employee Selection Criteria

Description Value
Group ID HLO30 '-Z!|
Empl ID @,

| Clear Selection Criteria ~ Save Selection Criteria GetEmployees |

View Instructions

« Filter Options

Date Filter: [ between v Start Date: By
End Date: sl
Employee Filter: | equal to v| Employee ID:
Exception Filter: equal to W Exception ID: li
Severity: [[Hign v
l
Run Control ID: | [

o Click on “Details”: This will show you the detail of the exception and the employees ID.

“overview REC| =

Allow Pay Group D Description Date Hame Source
| HBW TLX10064 Invalid punch order 06/25/2013 Time Administration

| HBW TLX10064 Invalid punch order 06/20/2013 Time Administration




TRAM TIME & PAYROLL APPROVER GLOSSARY:

Absence Management: is the process for managing absences. Absence Management is an Electronic Leave
request form that employees use to request leave via P.A.S.S.

Cancel: is an action taken when an absence request for a time frame was denied or pushed backed to be
edited or cancelled.

Deny: is a term used when a Time Approver denies an employee’s absence request for leave.

Dynamic Group: of time reporters is set up for reporting or processing purposes for example, a group of
employees in the same department or who have the same supervisor. The members of a dynamic group may
belong to different workgroups. As an example, a dynamic group for a facilities department might include
clerical staff or a painter.

Exceptions: are errors generated after Time Administration has been run and rules are applied. These
exceptions occur due to missed punches, invalid punch order, late punches and long lunches. However, only
high severity exceptions need to be corrected (Missed punches and Invalid punch order only).

Final Verification: is a Payroll process that runs to produce a paycheck for time submitted by time reporters.

Load to Payroll: After all absences have been finalized and all payable time has been approved, Payroll runs
the Load to Payroll process which loads all time to payroll for processing.

Time that is not approved by the designated deadlines will result in a delay of payment. Late approvals will be
processed on the next payroll period.

Payable Time: is the term used once the time administration process has been run against the reported time.
Time administration is the process that converts approved reported time into unapproved payable time and
calculates rules such as overtime and generates exceptions if errors are found.

Payroll Approver (PA): reviews, corrects and approves unapproved payable time. They are responsible for
reviewing time before it is submitted to Payroll and making sure that employees are in the system under the
correct Workgroups.

Payroll Approvers are responsible for ensuring all Time Approvers have reviewed and approved absence
request, unapproved reported time, corrected High Severity Exceptions and corrections for all Monthly and
Biweekly employees for each Pay Period by the designated deadlines.

Proxy: is an alternate. TAs and PAs have the option of setting up a proxy or alternate approver. The proxy
will have the same access as the original user.

Punch: is the term used to describe the action when a time reporter enters their time via a time clock or time
collection device. Punches include, punching in, meal, in and out. A typical day for a time reporter would

include the following punches:

In (arrive to work) Start Meal (leave for lunch) End Meal (arrive back to work)  Out (leave for the day)



Push Back: is an action that a TA or PA can perform on the absence request. When an absence request is
pushed back, it is sent to the employee to edit, resubmit or cancel fi the request isn’t going to be modified or
taken.

Reported Time: is the time entered by time reporters and managers.

Rules: are generated by the Time Administration process that is run for each Pay Period. The process
calculates all approved time and applies rules based on the approved time and workgroup the employee is
assigned to. The main rules that are applied are:

e Overtime or Extra hours for hours over 40
o If an employee is assigned to a workgroup that pays overtime and he works over 40 hours the
system will apply the overtime rule that will automatically take the hours over 40 and pay as
overtime.
e Comp Time 1.0 or 1.5 for hours over 40
o If an employee is assigned to a workgroup that earns comp time and he works over 40 hours
the system will apply the comp time rules that will automatically take the hours over 40 and
pay as comp time earned.

Time Administration: Time Administration is the process that converts approved reported time to
unapproved payable time that needs to be approved. It also applies the rules that create the exceptions. This
process takes 30 minutes to 1 hour to run, so please allow this amount of time before approving any time.
This process runs on a schedule that will be communicated each pay period.

Time Approver (TA): signs off on the time for an employee or group of employees. They are responsible for
reviewing and cleaning up exceptions as well as enrolling employees in the system. A Time Approver reviews,
corrects and approves reported time in PeopleSoft on a weekly basis.

Time Collection Device (TCD): is an electronic device used for hourly employees to punch in and out. TCDs
are located in designated areas where the employee is responsible for clocking in by scanning their thumb or
fingerprint to report their time worked. Data from TCDs are collected and loaded to the University’s HR
system for processing.

Time Reporter: (an hourly employee) enters his or her time into PeopleSoft on a daily basis via TCD or
Webclock and submits Absence requests via PASS.

Time Reporting Code (TRC): is a time reporting code that corresponds to the time reported for an employee.
Regular time is TRC020, overtime is TRC315, and comp time earned is TRC 1900or 300. There are also time
reporting codes associated with absence requests and corrections made to absence requests on the
timesheet.

Time Reporting and Absence Management: The University of Houston System (UHS) is excited to introduce
the new TRAM (Time Reporting and Absence Management) system. TRAM is an automated and updated
application for capturing and processing time and leave that will eliminate current paper processes.

Trial Verification: is a Payroll process that calculates the time entered for employees. This generates a report
(Trial) that is run by the Department Payroll Approvers (PA’s) to review time and pay generated for their
employees. The report is reviewed and any necessary corrections are made before Payroll is finalized.




Web Clock: is a time collection system for hourly employees and is located in P.A.S.S. Hourly employees
assigned to the web clock are responsible for punching in and out via the web clock to report their time
worked. Time is transmitted from the web clock punches to the University’s HR system for processing.

Workgroup: is a set of time reporters who share compensation requirements such as pay frequency and work
location.

Examples are: Hourly employees and Salary employees. When an employee’s HR data changes for reasons
such as promotions, demotions, or transfers, their characteristics for Workgroup membership may change,
requiring an update in the Time and Labor Workgroup enrollment. When employees are terminated, their
Workgroup enrollment in Time and Labor must be inactivated.



TRAM Reports

Navigation:
Manager Self Service > Time Management > TRAM Reports

1. TRAM Absence Report
Review Absence Requests

Purpose
e Displays Absence Requests, including hours, and status of request by Employee and
Empl Red #

¢ Displays Total Hours Approved, Submitted, Pushed Back by Employee, Empl Red #, and
Absence Type; and by Report by Absence Type and Status

e Provides Absence Request history for Employee, including whether Employee or
Manager submitted request, Date request Submitted and Date request Approved

e Provides Absence Requests for a pay period by Employee, Empl Red #

e Identifies Absence Requests Needing Approval

Run Parameters

e By Business Unit (Campus), Division, College, Department, Group ID, Empl ID

e By Hourly Time Reporters, Salary (Monthly) Time Reporters, or all Time Reporters

e By From Date and Thru Date (Report includes Absence Requests with a Begin Date in
the time period requested)

Process Name: UPAY204

2. TRAM Available Leave Report

Review Leave Balances

Purpose

¢ Displays Projected Leave Balances by Employee; Projected Leave Balances include hours
pending in Payroll, Time Reporting, and Absence Management

¢ Displays Maximum Vacation Accrual Hours at end of Fiscal Year to monitor employees
at risk of losing vacation

¢ Identifies Employees with Negative Leave Balances

Run Parameters

e By Business Unit (Campus), Division, College, Department, Group ID, Empl ID

e By Hourly Time Reporters, Salary (Monthly) Time Reporters, or all Time Reporters

e By All Leave Types, Sick Leave Only, Vacation Leave Only, Sick & Vacation Leave Only,
or Comp Time Only

e Options:

o Only Display Employees with Projected Negative Leave Balances (Check to
identify employees with negative leave balances)
Process Name: UPAY207

3. TRAM Absence Audit Report
Review Absence Request Transactions
Purpose
o Displays Absence Requests, including hours, by Employee and detailed Workflow
Transaction History
e Provides Absence Request Workflow Transaction History for a pay period by Employee,
Empl Red #

e Provides Absence Request Workflow Transaction History to research approvals and
discrepancies
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Run Parameters

¢ By Business Unit (Campus), Division, College, Department, Group ID, Empl ID

e By Hourly Time Reporters, Salary (Monthly) Time Reporters, or all Time Reporters

¢ By From Date and Thru Date (Report includes Absence Requests with a Begin Date in
the time period requested)

Process Name: UPAY208

4. TRAM Time Report

Evaluate Reported Time to Payable Time

Purpose

e Displays Payable Time and associated Reported Time by Employee, Empl ID, and Date;
totals Payable Time Hours by Employee, Emp Red #, and Time Reporting Code (TRC)

¢ Displays Total Payable Time Hours Approved, Needs Approval, and Taken by Payroll
and Rejected by Payroll once hours have been loaded into Payroll

e Allows Time Approvers and Payroll Approvers to compare Reported Time to Payable
Time generated

¢ Identifies Payable Time to be approved and Payable Time Rejected by Payroll

Run Parameters

e By Business Unit (Campus), Division, College, Department, Group ID, Empl ID

e By Hourly Time Reporters, Salary (Monthly) Time Reporters, or all Time Reporters

e By From Date and Thru Date (Enter Pay Period Begin and End Dates to review by Pay
Period)

Process Name: UPAY205

5. TRAM Time Audit Report

Review Time Approver Corrections

Purpose

e Displays Reported Time Added, Deleted, and/or Changed and Comments entered by
Time Approver or Payable Approver by Employee, Empl ID, and Date

¢ Displays Number of Days Corrected by Employee and Empl ID

o Identifies Corrections entered by Time Approvers and Payable Approvers for review for
Comments and appropriate justification

Run Parameters

e By Business Unit (Campus), Division, College, Department, Group ID, Empl ID

e By Hourly Time Reporters, Salary (Monthly) Time Reporters, or all Time Reporters

e By From Date and Thru Date (Enter Pay Period Begin and End Dates to review by Pay
Period)

Process Name: UPAY206

6. TRAM Hierarchy Report
Review Time Reporter assignment to TAs and PAs

Purpose
¢ Displays Time Reporters assigned to Time Approvers, and Time Approvers assigned to
Payroll Approvers

¢ Displays Time Approver Alternates (Proxy) and Payroll Approver Alternates (Proxy)
¢ Displays Time Approver and Payroll Approver Group IDs

e Identifies unassigned Time Reporters and unassigned Time Approvers

Run Parameters

¢ By Business Unit (Campus), Division, College, Department

¢ By Hourly Time Reporters, Salary (Monthly) Time Reporters, or all Time Reporters
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e By “As of Date” (Enter Current Date unless report is to review historical data)
e Options:
o Display Time Reporters (Uncheck to display only Time Approvers and Payroll
Approvers)
o Display Time Reporters with No Approver (Uncheck to remove unassigned Time
Reporters from report)
Process Name: UPAY160

Helpful Queries

HRMS_AM_LV_RQS_PND_APR_DEPT
Absence Requests Pending Approval by Division, College, or Department ID
Prompts:
Leave Begin Date
Leave End Date
Div/Coll/Dept #
(Leave Begin/End Dates are based upon Absence Request Begin Dates)

HRMS_TR_BW_RT_ NA_BY_DEPT
Bi-Weekly Reported Time Pending Approval by Division, College, or Department ID
Prompts:
TR Report Date >=
TR Report Date <=
Div/Coll/Dept #
(Enter Pay Period Begin and End Dates for TR Report Dates)

HRMS_TR_MO_RT_NA_BY_DEPT
Monthly Reported Time Pending Approval by Division, College, or Department ID
Prompts:
TR Report Date >=
TR Report Date <=
Div/Coll/Dept #
(Enter Pay Period Begin and End Dates for TR Report Dates)

HRMS_TR_BW_PT_ NA_BY_DEPT
Bi-Weekly Payable Time Pending Approval by Division, College, or Department ID
Prompts:
TR Report Date >=
TR Report Date <=
Div/Coll/Dept #
(Enter Pay Period Begin and End Dates for TR Report Dates)

HRMS_TR_MO_PT_ NA_BY_DEPT
Monthly Payable Time Pending Approval by Division, College, or Department ID
Prompts:
TR Report Date >=
TR Report Date <=
Div/Coll/Dept #
(Enter Pay Period Begin and End Dates for TR Report Dates)
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