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Overview

Monthly Employee Time Entry-Time Reporter

For the purpose of Time & Labor all monthly employees who currently report leave time on a timesheet
are classified as Time Reporters. This training guide will walk Time Reporters through logging into
PeopleSoft and recording their time in P.A.S.S. 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.

Time Reporters will record their elapsed time (leave time) on the Timesheet. Time Reporters can click
on the Balance link to view current leave balances.

Navigation: P.A.S.S.>Time Reporting>Timesheet
The timesheet will appear

Timesheet
Time Reporter ErnpliD: 0120666

Jdob Title: Coord, Program Empl Rcd Mir: u]

i ] Click for Instructions

View By: |YvVeek e Date: |04/01/2009 |[5H] (2 Refresh | == Previous YWeek Mext Week ==
Reported Hours: 0.00 Hours Scheduled Hours: 0.00 Hours

Sun Mon Tue
472 473 44 4/5 46 47 Total Time Reporting Code Taskgroup

v ||psmoncaTs|L =]
w || PEsNoNcaTSI|C [=]
|| PsnoncaTs|C, [=]

Subimit

® Eeported Time Status - click ta hide

Date Status fi Time Reporting Code Comments
0.000000

i ] Eeported Hours Sumimary - click to view

i ] Balances - click to visws

Go To:

Punch Timesheet

The Time Reporter needs to set the time sheet to the week that time is to be reported. The Time
Reporter has several options in getting to the proper date. The Time Reporter can enter the date into the
DATE field and press the refresh button, or the Time Reporter can press the Previous Week or the Next
Week links to move the calendar forwards or backwards.

Once the proper date has been displayed then the Time Reporter can enter in the elapsed time that needs
to be reported. The Time Reporter will enter the number of hours that needs to be reported and then
select the proper Time Reporting Code from the drop down list. If the Time Reporter is entering in
vacation (170) or sick (180) then the system will validate that the Time Reporter has the necessary

time in their leave accounts to cover the elapsed time. The Time Reporter can check to see how much
vacation/sick leave they have available by selecting the Balances — Click to View link.
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The leave balances will appear by plan type

0 Balances - clickto hide

Plan Type  End halance as of 04012009
Sick G00.000
Yacation 318.000

In this case the employee has both Sick and Vacation time available. The system will not allow the
Time Reporter to enter more Sick/Vacation time than they have available. If the Time Reporter is going
to enter Vacation time then the following steps should be followed:

> Check to see if there is sufficient vacation to be used. This is done by clicking on the Balance
— click to view link.

> Position the timesheet to the date that vacation will be taken. This is done by either entering in
the date in the DATE field or using the Previous Week or Next Week links to position the
calendar.
Enter the number of hours to be taken on the date desired.
Select the drop down list under Time Reporting Code and select ‘170 — Vacation Used
Salaried’.
Press the SUBMIT button. This will submit the time for approval by the Time Approver and
decrement the available vacation that the Time Reporter has available.
Multiple types of leave can be reported at the same time, in the instance where the employee
has sick and vacation time to report. The time is entered on the next line as shown below.

From Wednesday 04/01/2009 to Tuesday 04/07/2009
{ Timesheet

Wed Thu Fri Sat Sun Mon Tue
41 42 43 44 45 4% 47  Total Time Reporting Code Taskgroup

g8 8 170 -Vacation Used Salaried » || PSMOMNCATSIC, E

180- Sick Used Salaried v | |PamonNcaTs(@ [=]
v | |PEMONCATSICL  [=]

Submit

When the submit button is pressed a confirmation notice will display, click ok.

Timesheeat
Submit Confirmation

V The Submitwas successiul,

Reported Time for the Week of 2005-04-01 to 2009-04-07 is submitted

If a change needs to be made to the time submitted, the employee can go in and click the minus (-) sign
to the right of the reported time line, a message will appear asking you to confirm the deletion. Click
yes to delete. Click the submit button to save the change.
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The Time Reporter can add comments by clicking on the comment icon; a comments screen will appear,
the Time Report can enter the comments in the comment box and click the save button.

Comments

Time Feporter EmpliC: 0130466

Job Title: Coord, Program EmplRed Mbr 0

Date Under Report:  04/0242009

Custamize [ Find [View Al | B First (04 or 1 0 Last
Dl}ermor Id DateTime Created Source Comiment

Sinus Infection]
1 0130566 04/0152008

51 9AM Time Repaoting

Save | Cancel |

The timesheet will display and the comment icon will have lines in it indicating comments are available.
_
Time Reporter

EmplCx: 0130566
Joh Title:  Coord, Prograrm Ermpl Red Mhr: 0

i ] Click far Instructions

View By: | Week v Date: [04/01/2008 |5 [ Refresh | == Previous Weaek Ment Week ==

Reported Hours: 24.00 Hours Scheduled Hours:  0.00 Hours

From Wednesday 04/01/2009 to Tuesday 04/07/2009

i Timesheet '\ [F=¥

Wed Thu Fri Sat Sun Mon Tue

41 472 413 414 45 4/6 417 Total Time Reporting Code Taskgroup

g.00 g.00 16.00 | 170- Vacation Used Salaried « | |PENONCATSIC,  [=]

5.00|180- Sick Used Salaried w | [PSMoNCATS|CL  [=]

Submit

6 Eeported Time Status - click to hide

Date Status Time Reporting Code Commens
04/02/2008  MNeeds Approval £.00 180

04/03i2008  Meeds Approval 8.00 170 (]
04062008 Meeds Approval 8.00 170 (]

The Time Reporter can review their balances and see that the elapsed time has been decremented from
the Vacation/Sick balances.

'ﬂ' Balances - click to hide

Plan Type  End halance as of 04/01/2009
Sick 592.000
YWacation 302.000

Once the time has been submitted then the Time Approver will approve the time so that the time will
be passed to the payroll system so that the elapsed time will be recorded in payroll.

In the event there are not enough hours in the leave bank for the amount of time requested, a message
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will appear on screen advising the Time reporter the hours exceed the balance. The request will not be
saved. In the example below, the Time Approver entered 8 hours of vacation and has only 4 hours
in their Vacation bank.

From Wednesday 04/08/2009 to Tuesday 04/14/2009
{ Timesheet |

Wed Thu Fri Sat Sun Mon Tue
4/8 449 4M0 4M1 4M2  4M3 4114 Total Time Reporting Code Taskgroup

ool [ || | Il Il | 1170 - Vacation Used Salaried v/ PSNONCATS|Q,  [=]
| N | | ¥ PshoNcaTs|Q, - (=]
NN | | | ¥ [PsNONCATSIQ [E]

subriit |

i ] Reported Time Status - elick to hide !f Yacation Leave Plan Type allows 4 hours and & hours have been reported which exceeds balance. (13504,9013)
L
Date Status

ﬁ Eeported Hours Surmmary - click to view

i ] Balances - click to hide

Plan Type  End balance as of 04082009
Sick 592.000
Yacation 4.000

In this instance, the Time Reporter may enter the 4 hours of vacation available
and enter 4 hours of unpaid leave using the Time Reporting Code of 420 and click submit.

From Wednesday 04/08/2009 to Tuesday 04/14/2009
{ Timesheet

Wed Thu Fri Sat Sun Mon Tue
418 49 410 411 412 413 4114  Total Time Reporting Code Taskgroup

oo || L 1L I I 400 | 170-Vacation Used Salaried v PSNONCATSIC,  [=]

w00 || 400 | 420- Unpaid Leave Salaried v |PSNONCATSIC,  [=]

Submit

'0' FEepaorted Time Status - click to hide

Date Status Time Reporting Code Comments
04082008 Meeds Approval 400170 Q

04082008 Meeds Approval 4.00 420 Q

The last page of this training guide can be used as a one page guide that highlights most of the
instructions from the guide.
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Time Reporter Enter the date and click ~ fmpliD: 0130566 Click Previous Week or Next
Job Title:  coard, Prograry TETresh to advance to the  Erpireambr g week to advance to the week
desired date. time will be entered.

€ Click for Instructions

e —
View By: | Week i Date: |04i01/2009 |[=1] (£ Retrach == Previous Yyeek MextWeek ==

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 \ =9 Reporting Codes below

Wed Thu Fri Sat Sun Mon Tue i
41 42 473 44 A5 4% 47 Total Time Reporting Code Click the

8.00 16.00 | 180 - Sick Used Salaried w | [PSMOMCATSICL (=l

—sign to
delete
8.00| 180 - Sick Used Salaried v ||PsnoncaTsic,  [=] rows or

Submit % Click the submit button after all hours or changes are made. | the +sign
to add
© Reported Time Status - click o hide rows.

Date Status Total Time Reporting Code Comments
04022009 Meeds Approval 8.00 180

04/032009  Meeds Approval 00170 Click the comment
04/06/2008  Needs Approval 8.00170 2 icon to advance to
comment screen.

ﬂ Reported Hours Summary - click to hide

Wed Thu i Sat Sun Tue
Eoi | 42 I 44 45 A 47

Total Reported Hours . . 2.00

Cateqory

ﬂ Balances - click to hide l%

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

Vacation 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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