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Time and Labor Process — Monthly employees

Time Reporter ( Employee) — reports elapsed leave time to time and labor on PASS for approval.
Employee submits paper leave request to supervisor for approval.
Time Approver (Supervisor) — approves reported elapsed leave time only in PS HR 8.9 Manager self
service. Supervisors can not see timesheets unless elapsed leave time has been entered. Nothing to
approve if no elapsed leave time has been entered. Supervisor can make adjustments to elapsed time
reported or can report elapsed time for absent employees. Supervisors give all approved leave requests
to the PA for final reconciliation for the period.
Payroll builds paysheets for the pay period
Payroll runs Time Administration process. This process takes approved elapsed reported time and
converts it to elapsed payable time.
Payroll Approver (payroll processor in the department) approves all elapsed payable time which makes
the time eligible to transfer to paysheets in payroll. This is the actual elapsed leave time that will be
paid. PA should have leave requests for all exception time reported and approved. Reconcile leave
requests to payable elapsed time.
Payroll Loads Time and Labor elapsed payable time into the actual paysheets.
Payroll is calculated and errors reconciled
Trial payroll is released to the department for review of ALL payable time
Corrections are made by Time Approvers or Payroll Approvers to fix time in error and approve.
10 Payroll re-runs Time and Labor time administration processes to the payroll and recalculates the payroll.
11. Payroll confirmation and distribution.

Additional Information

Time reporters will not enter any regular time — only elapsed leave time
Time approvers can not approve anything other than elapsed leave time
Employees are not allowed by the system to take more elapsed leave time than they have in their leave
bank.
Employees can not approve their own elapsed time

. Emails will be generated to notify TA’s and PA’s of reported or payable time that needs to be approved

. We have the ability to load mass elapsed time for all employees in a situation like ke where the
university was closed.

. We have a complete audit history for all approval/change transactions
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Valid Time Reporter Codes (TRC’s)

Monthly Time Reporters/ Time Approvers/ Payroll Approvers

Faculty Development Leave

Professional Development Leave

College Release Time

Fitness Release Time

Professional Release Time

Bereavement

Jury Duty

Vacation

Sick

Marrow Donor Leave

Organ Donor Leave

Blood Donor Leave

Military Leave

Unpaid Leave

Investigation Paid Time Off

NRA - Teaching (Sick N18)

NRA - Study/Training (Sick N19)

NRA - Vacation N18

NRA - Vacation N19

Time and labor Overview/MBober Page 3 of 14 2/18/2009



Time Reporter

Time Reporter — PASS access to report elapsed leave time — One week at a time

View By: IWEBK "I Date: IDQIUN?DDQEJ '&Refresh:l == Pravious YWeek Mext Week ==

Reported Hours: 0.00 Haurs Scheduled Hours:  0.00 Haurs

From Wednesday 02/04/2009 to Tuesday 02/10/2009 k
Jf Timesheet Y Overrides

Wed Thu Fri Sat Sun Mon Tue
214 215 216 27 218 219 2110 Total Time Reporting Code Taskgroup

| | ja.oo | | | | | 140- Jury Duty =l |Psnoncatsia. [=]
| | [ Jsoo | | | | 170- vacation Used Salaried v| [PSNONCATSIC,  [=]
| | | | |soo || | | 182- Sick Adjusted x| [Psnoncatsia =]

Submit |

0 Reported Time Status - click to hide

Date Status Total Time Reporting Code Commems
0.000000

i ] Beported Hours Surmmary - click to view

0 Balances - click to hide

Plan Type  End balance as of 02/04/2009
Sick 281.000
Yacation T2.000

They will click submit for each week they enter elapsed leave hours and will receive this message

Timesheei[
Submit Confirmation

“ The Submitwas successful.
Reparted Time for the Week of 2009-02-11 to 2009-02-17 is submitted

Time and labor Overview/MBober Page 4 of 14 2/18/2009



If employees try to enter hours that exceed the hours in the leave bank, they will get this error

(i ] Click far Instructions

View By: IWEEK 'I Date: IUQI’I’”EDDQ @ zRefresh) == Preyious \Week et Weak ==

Reported Hours: 32.00Hours  Scheduled Hours:  0.00 Hours

From Wednesday 02/11/2009 to Tuesday 02/17/2009

J{'Timtesh-etet Y Civerrides \II

Wed Thu Fri Sat Sun  Mon Tue
211 212 2113 2M4 21 x|

Foo foo e [ [

Submit

@ Reported Time Status - elick 1o

Date Status L L1 1L R A D40 B Ly TITCTICS
021152009  Meeds Approval 8.00170

021252009 Meeds Appraval g.00170
021352009  Meeds Approval 8.00170
02M6/2009  Meeds Approval g.00170

'E ‘tacation Leave Plan Tvpe allows O hours and & hours hawe been reported which exceeds balance. (13504,9013)
L3

(i ] Eeported Hours Surmimary - click to view

(i ] Balances - click to hide

Plan Type  End balance as of 02/11/2009
Sick 281.000
Yacation

This shows them the elapsed leave hour summary being sent for approval to the Time Approver

v

From Wednesday 02/11/2009 to Tuesday 02/17/2009
{ Timesheet Y Overrides

Wed Thu Fri Sat Sun Mon Tue
211 2112 2113 2M4 2M5 216 2117 Total Time Reporting Code Taskgroup

IS.DD IE.DD IE.DD I I IE.DD I 32.00|1?D-Vacati0nUsedSalariedj|PSNONCATSIQ =]
Submit |

(i ] Reported Time Status - clickto hide

Date Status Time Reporting Code Comments
021142008 Meeds Approval 8.00170

0201202009  Needs Approval a.00170
0201372009  Meeds Approval a.00170
02MB/2008  Meeds Approval 8.00170

(i ] Reported Hours Summary - click to hide

Wed
211

Category
Total Reported Hours

i ] Balances - clickto view
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Time Approver

Time approvers will access Manager Self Service through HR & Campus Solutions 8.9

HE. & Campus Sohtions £.9
Human Resources & Campus Solutions 59

This is all they will see on their menu unless they have other security access for another purpose already

Search:

[= hy Favarites

[ Time Management

3 Manager Self Service
Mavigate to self service information and activities for p

Bz Time Manadgeiment
“U Manage schedules, view and approve
reported and payakle time, absence and
overtime requests, exceptions, and mare.
[ Approve Time and Exceptions

CIReport Time
Coviewy Time
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Approve Time and Exceptions

Each Department and Time approver will be given the Group ID for the groups they are approving time
for. This group 1D will not change and will be used every time they are approving time.
Creation of the group ID designation allows us to dynamically change security without manual
intervention to identify new employees with the appropriate group they belong to.
The code scheme is as follows for the Group ID.
1% Letter — Campus designator
2" Letter/Number (0-9, A-Z) - Division identifier
3rd Letter/Number (0-9, A-Z) — Department identifier
4th Letter/Number (0-9, A-Z) — Department identifier
5th Letter/Number (0-9, A-Z) — Supervisor/Approver identifier

Time Approver will enter the Group ID and click Get Employees

Manage Exceptions

i Get Employees
Description Value

Group D

ErmpliD

Ermpl Rcd Mbr

Last Mame

Business Linit

Department

Workgroup

|
|
|
|
First Mame |
|
|
|
|

2 0 L0 0 0 0 000

Fosition Mumbhber
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Approve Reported Time

Timesheet Summary

52 Get Employees

Description

Group 1D
EmpliD

Empl Red Mbr
LastMame
First Mame
Business Unit
Department
Workgroup

Fosition Mumber

Select an emplayee and click en the approve or deny button below to approve or deny the
employee’s ime. Click on the employee’s name to view, approve andlor deny the
employee’s time. You may select different view by options - by week, by date, all time

before or all time after the specified date.

View By: I'.".'eeK 'I Date: ID2.I’D412DDEI [3] (2 Refresh == Previous Week Next Week ==

Employees For Dane Green, Time Needing Approval From 02/04/2009 - 0210/2009

. . . mpl
JOD Hours to be heported scheduled Approved submitted Uenied Employee p
Job Hours to be Reported Scheduled Approved Submitted Denied Employee Job Department

Description  Approved Hours Hours Exception Hours Hours I}

[V show Schedule Information

Select Name

™ Marli Bober E’E‘ffo?” 40,00 40.00 ! 0.00 0.00 0089597 0DBL2  HO158
¥

selectall I Clear Al

Approve Selected | Deny Selected

This shows one person that needs time approved. You can select the employee to review the time that has been
entered.

Click on employee name for detail information
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Timesheet

Marli Bober EmpliD: 0089597

Job Title:  Exec Dir, Payrall EmplRcd Mbr: 0

0 Click for Instructicns

View By: I"-"-"EEK VI Date: Ib 2/04/2009 [5) [ Refresh | =< Previous Week Mext Week ==

Reported Hours: 40,00 Hours Scheduled Hours: Q.00 Hours

From Wednesday 02/04/2009 to Tuesday 02/10/2009
f Timesheet Y QOwverridez \II

Wed Thu Fn Sat Sun  Mon Tue
214 215 216 27 218 219 210 Total Time Reporting Code Taskgroup

[s.00 [s.00 [s00 | | [8.00  [s.00 40.00 | 170 - Vacation Used Salaried | [PSNONCATSIC,  [=]

Submit |

i} Reported Time Status - click to hide

Select Date Status Time Reporting Code Comments
- 02/04/2009 Meeds Approval 8.00 170

02/05/2009 Meeds Approval 8.00170
02/06/2009 MNeeds Approval 8.00 170
02/09/2009  Meeds Approval 8.00170
02M10/2009 MNeeds Approval 5.00 170

Select All Deselect All Approve Selected Deny Selected

0 Feported Hours Summary - click to view

i ] Balances - click to view

GoTo:  Manager Self Service
Time Management
Punch Timeshest
Return to Select Emplovee

The manager can review the elapsed leave time that needs to be approved.

The manager can also look at leave balances at this time for the employee.

Time and labor Overview/MBober Page 9 of 14 2/18/2009



Approve Reported Time

Timesheet Summary

B Get Employees |

Description
Group 1D

EmpliD

Empl Red Mbr
LastMame
First Mame
Business Unit
Department
Warkgroup

Position Mumber

Select an employee and click on the apprave or deny button below to approve ar deny the
employee's time. Click on the employee's name fo view, approve andior deny the
employee’s ime. You may select differentview by options - by week, by date, all time

before or all time after the specified date I show Schedule Information

view By: | Week x| Date: [02711/2009 [ (2 Refresh ) == Previous Week Nt Wask ==

Employees For Dane Green, Time Needing Approval From 02/11/2009 - 02117/2009

, 1
Job Hourstobe Reported Scheduled Aoo:gved.Squmed Denied Employee Job  Department

Description  Approved Hours Hours Exception Hou Hours v}

Select Name

SCELL 3200 3200 ! 0.00 0.00 0089597 0DELZ  HO158

= IMarli Bober Fayrall

Select All ] Clear All

Approve Selected | Deny Selected |

The Time Approver can select all employees for approval and select the Approve Selected button.

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

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

Qs | Cancel

Save Confirmation

" The Save was successiul.

Confirmation screen that the approval was successful. Click on the OK button to return to the manager
selection screen.
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Payroll Approver

Initial Screen when Approving Payable Time

Path: Manager Self Service > Time Management > Approve Time and Exceptions > Payable Time

Approve Payable Time
Approve Time for Time Reporters

= Get Emplavees |

Description
Group 1D

EmpllD

Empl Rcd Mbr
LastMame
FirstMame
Business Unit
Department
Warkgroup

Fasiticn Mumber

Start Date |02m4xzung El End Date |02Hm2009 El

Mo emplayees were returned for the time period specified.

GoTo:  Manager Self Service

Time Management
Time Administration Run Control

Fill in the fields to denote employee(s) that need to have payable time approved. Specify the date for the time.
You will need to fill in the start date and end date so that you will approve the time for the proper period of
time.
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Approve Payable Time
Approve Time for Time Reporters

52

Description
Group ID

EmpliD

Empl Rcd Mbr
Last Mame
First Name
Business Unit
Department
Waorkgroup

Paosition Mumber

Start Date |02mw2009 [ End Date |02I2EI2DDEI [

Selectan employee and click on the approve button below to approve the employvee's time for the time
peried. Click on the employee’s name to view and/or 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 Dane Green

mpl Total .
:E?mpl_oyg C Job Job Description Payable Department Waorkgroup Eﬁ;mess Location Code
= { Hours -

(| Marli Bober 0089597 0DEL2  ExecDir, Payroll  72.000000 HO158 HR730  H0904

Select Hame

SelectAll ] Clear Al

Approve |

This gives a list of employee(s) that need to have payable time approved. You can review the payable time by
clicking on the employee.

Approve Payable Time
IMarli Bober EmpliD: 0089597

Job Title:  Exec Dir, Payroll EmplRcd Mbr 0

Selectthe 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. If you wish to use the current date as the publish date, you may leave the Accounting Date field blank.

Start Date d End Date
Approval Details Customize | Find | View A First [ 1.5 ora [¥] Last

Owverview Time Reperting Elements Tazk Reporting Elements

ct Date Q%éning Quantity Type Accounting Date Adjust Reported Time Comments
Code
02/0412009 170 8000000 Hours | B AdiustReported Time
02/05/2009 170 8000000 Hours [ B AdiustRepored Time
02/06/2008 170 8000000 Hours [ [ Adjust Reparted Time
02/09/2008 170 8000000 Hours [ [ Adiust Reported Time
0202008 170 8000000 Hours | B AdjustReported Time
02111/2008 170 8000000 Hours [ B AdiustRepored Time
0zHzIZ008 170 8000000 Hours [ [ Adjust Reported Time
02M32008 170 8000000 Hours [ [ Adjust Reported Time

02M6/2008 170 5000000 Hours | El  AdiustReported Time
Selectall  C clear Al
Appraove |

Eeturn to Approval Summary

m s B R M W s e B -

VOO0V VOO0

1
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You can adjust reported time from this screen. This allows the PA to adjust time if necessary. If time is

adjusted then it will have to be approved and processed through time administration process so that the payable
time will be adjusted based upon the adjustments to reported time.

The Adjust Reported Time link takes the user to the Timesheet page so that reported time can be adjusted.

Timesheet

Marli Bober EmpliD: 0089597

Job Title:  Exec Dir, Payroll EmplRcdMbr: 0

o Click for Instructions

View By: I"-"-"EEK ‘l Date: IUZJU:U 2009 [ (2 Retresh | == Previous Week Mext Weelk ==

Reported Hours: 4000 Hours  Scheduled Hours:  0.00 Hours

From Wednesday 02/04/2009 to Tuesday 02/110/2009
{ Timesheet Y Overides

Wed Thu Fn Sat Sun Mon Tue
214 2{5 216 27 218 219 210 Total Time Reporting Code Taskgroup

[s.00 [e.o0 [eoo | | [s.00 [s.00 40.00 | 170 - Vacation Used Salaried =] [PSNONCATSIC, [

Submit |

o Repaorted Time Status - click ta hide

Date Status Time Reporting Code Comments
02/04/2008  Approved 2.00 170

®
02/05/2008  Approved 8.00 170 o
02/06/2000  Approved 800 170 o
02/09/2009  Approved 8.00 170 o
0210/2009  Approved 8.00 170 o

i Reported Hours Summary - click to view

@ palsnces - dlick to view

GoTo:  Manager Self Service
Time Management
Funch Timesheet

Return to Select Employes
Return to Approval Details
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Approve Payable Time
Approve Time for Time Reporters

i Get Employees

Description
Group ID

EmpliD

Empl Rcd Mbr
LastMName
First Name
Business Unit
Department
Workgroup

Paosition Number

Start Date |Uzm1fzuug E] End Date |02r28xzuua el

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 and/or 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 te return all emplavees with payable time that needs approval,

Employees For Dane Green

Total
Select Name Job Description Pavable Department Workaroup Sﬁ;mess Location Code
Hours =

" arli Bober 0089597 0D6LZ  ExecDir, Payroll  72.000000 HO158 HR730  HO904

selectall D glearal

Approve |

The user can approve all of the employee(s) or selected employee(s) from this page. Once the employee(s) to
be approved have been selected the press the Approve button.

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

Cnce the page is saved, the time cannot be "Unapproved
Press QK to Apprave or press Cancel to not save the approval.

QK | Cancel |

User gets a confirmation screen which gives the user a chance to cancel the approval process. Click on the OK
button to continue the approval process.

Save Confirmation

. The Save was successful.

The user gets a confirmation screen that confirms the approval of the payable time. Click the OK button to
return to the initial approval screen for payable time.
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