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Overview

Monthly Employee Time Approval-Payroll Approver

For the purpose of Time & Labor all monthly employees who currently report leave time on a timesheet
are classified as Time Reporters. All employees that currently approve time on a timesheet are
classified as Time Approvers. Those employees who currently reconcile leave, reconcile payroll,
distribute timesheets, submit timesheets to the Payroll Office, and run payroll reports are classified

as the Payroll Approvers. This training guide will walk Payroll Approvers through logging into
PeopleSoft and approving payable time in Manager Self Service. The training guide will include

the Time Approver and Time Reporter instructions. Users will log into PeopleSoft at www.my.uh.edu
using their User ID and password. If the User ID/password is unknown the users may click on “Request
a New Password” or “Request my User ID” to have a new password or their User ID emailed to them.

Manager Search Option Setup

The first step the Payroll Approver should do is set up a Search Option in Manager Self Service. This
allows the Payroll Approver to establish search options to meet the needs of each individual Payroll
Approver.

Navigation: HR & Campus Solution 8.9>Manager Self Service>Time Management>Manager Search
Options

The Payroll Approver can make any changes to the search options that are used or displayed on the page
when searching within Manager Self Service. This page is where the Payroll Approver can set the
Group ID that has been assigned to the Time Approver. Entering your Group Id will cause the Time
Approvers Group Id to default in when the Payroll Approver opens the Search Pages. Even setting the
Group ID on this page the Payroll Approver can still change the Group ID on the actual search page if a
different Group ID is needed to be used.

Manager Search Options

Select Default Criteria and Options

Time Approwver

Enter the Emplovee Selection Criteria vou want to use when searching for emplovees. This search information will be the defaudlt for Time
Management pages where there is an Employvee Selection Criteria option. A parial value may be entered in any search field to get a list of
employees with similar values.

Description Walue ::'7'3:::?; i &u(le in
Sroup 1D
EmpllD [~
Empl Rcd Mbar
Last Hame

First MHarme

HEEEEE

Business LUnit

Job Code

Job Description
Department

Laocation Code

Campany

Morth Armerican Payvogroup

Wwarkgroup

PRLPLPPPLPPPLLLLRP

NEEREREEEHE

Fosition MMumber

2 Auto Populate Results 2 Collapse Criteria
& Prompt for Results: & Expand Criteria Show Schedule Information

= save
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http://www.my.uh.edu/

The Payroll Approver can also change which fields are to be available for search criteria and

those fields that will be shown when the search is returned. The Payroll Approver can also set the Auto
Populate Results button so that each time the Payroll Approver goes to a search page it will attempt to
return those employees that are associated with the Time Approver. Caution: This will make the page
load slowly every time the Payroll Approver goes to a search page. So use this option carefully. If you
have a large number of Time Approvers then changing this option would not be advisable. One note of
importance, if you turn off INCLUDE IN LIST options that are not associated with INCLUDE IN
CRITERIA these options cannot be turned back on after they have been turned off.

Email Notifications
Initially, the email notification process will run weekly, sending email notices to Payroll Approvers
and Time Approvers indicating there is time that needs to be approved. The Payroll Approver will log
into PeopleSoft to approve pending payable time.

Approving Pending Payable Time

Navigation: HR & Campus Solution 8.9>Manager Self Service>Time Management>Approve Time
and Exceptions>Payable Time

Enter the Group ID, enter the start and end dates and click Get Employees

Approve Payable Time
Approve Time for Time Reporters

o I

Description
Group 1D

ErnpliD

Empl Rcd Hbr
Last Mame
First Mame
Business Unit
Department

Workgroup

PRLALRLPLLLLP

Fosition Mumber

Start Date (030102 ] End Date |033108 EX|
Mo employees were returned far the time period specified.

Go To: hManager Self Service

Tirme Manadgement
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The search will produce the Time Reporters that need approval, the Payroll Approver will click on the
Time Reporter’s name to view the individual timesheet, once all timesheets are reviewed the Payroll
Approver may click the select button to the left of the name, or click the *Select All’ button, and then
Click the Approve button to approve all Time Reporters at the same time.

Select an employvee and click on the approve button below to approve the employee's time far the time
period. Click on the employee's name to view andior approve the employee's time. You may expand
the date range by changing the start and end dates ar by leaving them blank. Leave hoth date fields

hlank to return all employees with payable time that needs approval.

Employees For Payroll Approver1

Total

Select  Name EJM Joh Description Payable Departiment
= Hours

Qo0g7eE9a Artistic Advisor (KUHF)  24.000000 HOO148

¥ Time Reporterii

[ Time Reporer?? 0089357 ?gr;n“t”;e”on"g‘” 40.000000 HOO1 8

[  Time Repoter?d 0120699 ?gr;n“t”;e”on"g‘” 40.000000 HOO1 8

¥ Select All Clear Al

Approve %

When the Payroll Approver clicks on the Time Reporters name, they view the individual timesheet, if
there are comments in the comment call outs, small lines will appear. The Payroll Approver may click
the “Select All’ button and click the ‘Approve’ button

Approve Payable Time

Time Reparter21 ErnpllD: 00a7a9e

Job Title:  Artistic Advisor (KUHF) EmplRed Mbr 0

Select the time you wish to approve and then click the Approve button. Enter a specific Accounting Date for each row of payable
time to be published. Ifyouwish to use the current date as the publish date, you may leave the Accounting Date field blank.

Start Date End Date

Approval Details Customize | Firnd | e Al | B First [«] 13 of 3 [ Last

‘( Ouerview \( Time Feparting Elements \f Tazk Reporting Elements \\‘

Time
Select Date Repaorting Quantity Type Accounting Date Adjust Reported Time Comments
Code

[] 02162008 180 8.000000 Hours Adjust Reparted Time ¢

[] ozM72008 180 8.000000 Hours Adjust Reparted Time Q

[] 02182008 180 8.000000 Hours Adjust Reparted Time Q

vl Select Al Clear Al

Approve Mext Emploves ‘

Return to Approval Summary
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To correct or change time reported the Payroll Approver will click on *Adjust Reported Time’ the screen
will appear, highlight the hours to be updated and click delete or change the hours, click the *Submit’
button.

Timesheet
Time Reporter21 EmpliC: 0087698

Job Title:  Artistic Advisor (KUHF) Ernpl Red Mbr: 0

0 Click for Instructions

View By; Date: [0316r2000]5) ZRefsh] =< Previous Week et Week ==

ReportedHowrs: 24 00Hours  Scheduled Hours:  0.00 Hours Mext Emploves ==

From Monday 03/16/2009 to Sunday 03/22/2009
{ Timesheet |

Mon Tue Wed Thu Fri Sat  Sun
316 3INT 318 3M9 320 31 322 Total Time Reporting Code Taskgroup

00 (so0 |[E | || || || | 2400 180-SickUsed Salared  v| PSMONCATS|Q, [=]

Submit

The user will see the change in the ‘Reported Time Status’ section.

'ﬂ' Fepaorted Time Status - click to hide

[ate Status Time Reporting Code Comments
031162009  Approved 8.00 180 @'

031772009 Approved 8.00 180 ¢

Click select all and click the ‘Approve’ button. The user can click on the ‘Next Employee’ link to
continue approving time.
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Enter your group id and the date range and click ‘Get Employees’
Approve Payable Time

Approve Time for Time Reporters

=
Description
Graup D

Walue
H1001

Start Date 030108 i EndDate 033109 )

Click the employee name link to view the payable time.

Select an employee and click on the approve button below to approve the employee’s time for the time
period. Click on the employee's name to view andior approve the employee's time. You may expand
the date range by changing the start and end dates or by leaving them blank. Leave both date fields

blank to return all employees with payable time that needs approval.

Employees For Payroll Approver1
Total

Empl
Select  Hame Eé'“mm Rcid  Job Job Description Payable Departiment
N Hours

| Tirne Reporterd 0087698 0 GIEE Artistic Advisor (RKUHF)  24.000000 HOO18
Click the “Select All’ button to highlight all days, select approve, click ‘Next Employee’ to move the

next employee. To make corrections click the *Adjust Reported Time’

Time Reporter21 EmpllD; 00ATEGE
Empl RcdMbr: 0

Job Title:  Artistic Advisor KIUHF)

Select the time you wish to approve and then click the Approve butlon, Enter a specific Accounting Date for each row of payable
time to be published. Ifyouwish to use the current date as the publish date, vou may leave the Accounting Date field blank.

Stant Date | ] Emnd Date |

Approval Details Customize | Find | View All | = First ™ 13 o0z ¥ Las

Date i Quantity Type Adjust Reported Time Comiments

£.000000 Hours |59 Adjust Reported Time
[z Adjust Reported Time

031 6/2009
03 72009 8000000 Hours |
031 32009 2.000000 Hours - e Adjust Reported Time

¥ scelect Al Clear All

Approve | Mext Emploves |

When the screen opens, select the day to adjust and change the hours, click the ‘Submit’ button to
process the change.

From Monday 03/16/2009 to Sunday 03222009

Timesheet

Mon Tue Wed Thu Fri Sal  Sun
M6 3T 3NE 3IN9 320 321 322 Total Time Reporting Code Taskgroup

8.00 |[8.00 || 2400/ 180- SickUsed Salaried v [PSNONCATSIQ, [=] [

Submit

Click the “Select All’ radio button and click approve. Click the ‘Next Employee’ to continue approving
employees in the list.

The Time Approver one page training guide follows with the Time Reporter one page training guide.
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Enter your group id and the date range and click ‘Refresh’ or ‘Get Employees’
Timesheet Summary

Get Emplovees

Description

Group 1D e}

View By: | Wieek v | Date: |04/19/2009 1 | Refresh | == Previous Week

The list of employees needing time approval will appear, click on the first employee on the list.
Emplovees For Time Approver2, Time Needing Approval From 04/01/2000 - 040772009

s Hours to be Reported Scheduled . Approved/Submitted Denied Employee
Name :Joh Descrigtion Approved Hours Hours Excaption Hours Hours D

Announcerfon-Air

Tire Reporter Talent 3 8.00 8.00 40.00 0.aa 0.00 0145226

Tifme Reporter20 ?g[‘;n”tgw”on"”‘” 8.00 2.00 40.00 0.00 0.00 0084857

[]  Time Reportera3 ig[‘;ﬂ”&ce”on"u‘" 200 3200 40.00 0.00 0.00 0120699

You will view the leave hours reported, click the ‘Balance-Click to View’ link to see leave balances. If
the hours need to be changed enter the correct hours under the date to be changed and click the submit
button. Click the ‘Select all’ link and click the *Approve’ or ‘Deny’ button. Click the *‘Next Employee’
link to move to the next employee timesheet.

Timesheet

Time Reporter EmpliD: 0145226

Job Title:  AnnouncerOn-Alr Talent 3 Empl Red Mbr 0 Click to view
next employee

i ] Click for Instructions
View By: | 'YWeek il Date: |0401/2003 |[51] (2 Retresh | == Previous YWeek et Week ==

Reported Hours: 2.00 Hours Scheduled Hours:  40.00 Hours

Mext Employes ==

From Wednesday 041012009 to Tuesday 04072009

{ Timesheet

Thu Fri Sat sun Mon Tue
42 43 474 45 116 L ¥rs Total Time Reporting Code Taskgroup

4.00(130- Sick Used Salaried ~||PsroNCaTSICL  [=]

4.00 | 420 - Unpaid Leave Salaried |~ | PSMONCATSICL  [=]
Suhmit

ﬂ' Reported Time Status - click to hide

Select Date Status Time Reporting Code Comme lick © ,
F] 0450152009 Meeds Approval 4.00 180 Q C Ic Approve or

[ 7
F] 04022008 Meeds Approval 4.00 420 Deny

Selectall  Deselect All Approve Selected |

_
 reported Hours SumW Click ‘Select All’

ﬂ' Balances - click to hide

]
Dlan Tune Endhalanceasmm‘ Click link to view leave balances.

Sick 444 000
YWacation

When all employees are approved, click on the ‘Return to Select Employees’ link, click the ‘Refresh’
button, the search screen will appear blank, once all employees are approved.

Deny Selected
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Time Reporter Enter the date and click  Frmpli: 0130566 Click Previous Week or Next
Job Title:  Coord, Program refr_esh to advance to the  Ermpireanor o vyeek t(_) advance to the week
desired date. time will be entered.

© Click for Instructions
Lo i) L
View By: |Week A Date: |04/01/20089 |[3] % Refresh == Previous Week Mt Weak ==

Reported Hours: 2400 Hours  Scheduled Hours:  0.00 Hours

From Wednesday 04/01/2009 to Tuesday 04/07/2009 See the list of Time

[ Timesheet | Reporting Codes below

Wed Thu Fri Sat Sun Mon Tue H
M 42 43 44 45 416 47 Total Time Reporting Code Click the

8.00 16.00 | 180 - Sick Used Salaried v | [PsnoNCaTSICL (=]

—sign to
delete
8.00 180- SickUsed Salaried v | [PSNONCATSICL  [=] rOWS or

Submit % Click the submit button after all hours or changes are made. | the +sign
to add

Li ] Reported Time Status - click to hide rows.

Date Status otal Time Reporting Code Comments
04022009 MNeeds Approval 8.00 180

04/0352009  Meeds Appraval g.00170 Click the comment
04/06/2009  Meeds Approval 8.00170 2 icon to advance to
comment screen.

0 Feported Hours Summary - click to hide

Wed Thu i Sat Sun Tue
41 42 I 44 45 P 47

Cateqgory

Total Reported Hours . . 8.00

- g
i Balances - click to hide

) Click the blue links to provide
Sick caaoan | full display of the data.

Wacation 302,000

The Time Reporting Codes drop down list consists of the following codes:

TRC Description Definition
aia Fegulat Earnitige MW otithly M onthly regnalar houars worked
01 Faculty Developnent Leave Faculty dewvelopment leave of abgence
075 College Release Time lonthily College release time 3-hrs per week
77 Fittiess Felease Time Mlonthly Fitness release time monthly (other campuses)
a7a Frofessional Rels Titne M osnthly Orgatdzation meetings, functions, etc.
120 Beteavement Leave Monthly Leavwe for death it irvure diate Family
140 Jury Duty W onth Jury duty monthils
150 Holiday Pay MIonthly Holiday pay monthly
170 WVacation Used Monthly Vacation leave tithe
120 Bick Used Monthly Sick leave tithe
185 Llarroa Donor Leawve M onthly Bone Marrow Donor Leave

186 Organ Donor Leave Monthly Organ donor leave

187 Blood Dotor Leave onthly Blood donot leave

230 MIilitaty Leave Monthly DIilitaty leave monthly

420 Unpaid Leave Tl onthly Unpaid leave monthly

472 Inwvestigation Faid Time Off IMonthly  [Investigation paid time off monthly

Klsg Sick HRA H1E Sick leave time Mon Besident Alienn N1E Teaching

K19 Bick HEA H19 Sick leave tithe Mot Resident Alien H12 Studyiraining
HI1E HE& Code 18 Teaching Hon Resident Alien M1E Teaching regular hours worked
H19 HEA Code 19 Studyftraining Hon Resident Alien M19 StudyTraning regular hours worked
Vlig WVacation MEA H1E Varcation leave time Hon Eesident Alien M1E Teaching

W1lg Vacation MRS H19 Vacation leawe time Hon BEesident MAlien 19 Stady T raitin,
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