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1. System Process and View Time

System Process:

Annual leave hours will be loaded and approved in Time and Labor for the Winter
Break closure days by the PeopleSoft system.

Note: 12/25/2013 and 1/1/2014 are legal holidays.

View Hours:

Step 1 Navigation:

Main Menu>HRMS>Manager Self Service>Time Management>Report Time> Timesheet

Step 2

Enter “Time Reporter Group” OR “Empl ID” in the value field on the timesheet.

Favorites . Main Menu > HRMS > Manager Self Service > Time Management > Report Time > Timesheet

Report Time

Timesheet Summary

-

Description

Time Reporter Group

Empl ID

Empl Record

Last Mame

First Name

Department

Reports To Position Mumber
Global Payroll Payaroup

Position Mumber

Clear Selection Criteria

Value

Save Selection Criteria Get Employees

N

I.o I.o I.o I.o I.O I.O I.O I.O I.O

Step 3

Change the “View Date” to 12/23/2013 (first day of Winter Break).
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Report Time

Description

Time Repaorter Group
Empl ID

Empl Record

Last Name

First Name

Department

Global Payroll Paygroup

Position Number

Clear Selection Criteria

Reports To Position Mumber

Timesheet Summary

|~ Employee Selection Criteria
Employee Selection Criteria €

Save Selection Criteria

y

View By: Week

Date:

-

12/23/2013 Bl %

Value

pEpERpRE L L RpE

Get Employees

[C] show Schedule Information

Previous Week

MNext Weak

Step 4 Click on “Get Employees” and select the employee name under “Name”.

Report Time

De scription

Time Reporter Group

Empl ID

Empl Record

LastMame

First Name

Department

Reports To Position Number
Global Payroll Paygroup

Paosition Mumber

Clear Selection Criteria
View By: Week
Date: [12:23r2013

Timesheet Summary

~ Employee Selection Criteria
Employee Selection Criteria &

Save Selection Criteria

Value

1
I

L LLLE L LSS

Get Employees

[} show Schedule Information

Previgus Week

MNext Week

Employees For Employee ' -ave, Totals From 12/23/2013 - 12/29/2013 @

v

Reported Hours to be

Approved/Submitted Denied

Hame Hours| Approved Exception Hours Bours Department Description
| | 32.00 0.00 32.00 0.00 APPLICATIONS
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Step 5 View time on Timesheet

The time displayed will be from 12/23/2013 thru 12/29/2013

*View By: Week v Reported Hours:
*Date: 122302013 |[{ b Scheduled Hours:
Reported time on or after 12/22/2013 is for a future period.
Mon Tue Wed Thu Fri
12123 12124 12125 12126 12127
8.00 8.00 8.00 8.00
5
Date Reported Status Approval Monitor
12/23/2013 Approved Approval Monitor
12/24/2013 Approved Approval Monitor
12/26/2013 Approved Approval Monitor
1212712013 Approved Approval Monitor

32.00 Previous Week
40.00
Sat Sun Total
12128 12129 Hours Time Reporting Code Taskgroup
2200 ANNLV - Non Exempt Annual HUTASKGRP
Leave
Total TRC Description Sched Comments
Hrs
8.00 ANMLY Non Exempt Annual Leave 8.00 Q
8.00 ANMLY Non Exempt Annual Leave 8.00 Q
8.00 ANMLY Non Exempt Annual Leave 8.00 Q
8.00 ANMLY Non Exempt Annual Leave 8.00 Q

Billable Task Profile ID

Note: Click the

link to view time from 12/30 thru 1/1/2014.

1"2.23 1;:'3': "’lrfl.:‘ T:\; :g ii: 5:.; H‘Lﬂ‘ras‘ Time Reporting Code Taskgroup Billable Task Profile ID
2.00 200 16.00 ANMLY - Non Exempt Annual HUTASKGRP
Leave
v
Date Reported Status Approval Monitor Total TRC Description Eclzier: Comments
12/30/2013  |Approved Approval Monitor 8.00 ANNLV Non Exempt Annual Leave 8.00 (\)
12/31/2013 Approved Approval Monitor 8.00 ANMNLY MNon Exempt Annual Leave 8.00 Q
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2. Change Hours
Step 1

Follow Steps 1 thru 5 in paragraph #1.

Step 2

Change the hours for the day of the week affected OR the Time Reporting Code if the
hours should be charged to another code such as LWOP.

*\View By: Week - Reported Hours: 32.00 Previous Week Next Week
*Date: 120232013 [ Scheduled Hours: 40.00
Mon Tue Wed Thu Fri Sat Sun Total __. .
12123 12124 12125 12i26 12127 12128 12129 Hours M€ Reporting Code
8.00 8.00 8.00 8.00 32.00) AMNLY - Mon Exempt Annua -
Submit ADMWP - Administrative Leave w/ Pay
ANMLY - Non Exempt Annual Leave
> DYOFF - Day Off for Scheduled Day
EDULYV - Educational Leave
HOL - Holiday
> HOLPD - Holiday Worked
JURLY - Jury Leave
GoTo:  SelfSenvice LWOP - Leave without Pay
] _ MGTPR - Might Premium
Time Reporting REG - Regular Pay
Punch Timesheet SICK - Scheduled Sick Leave
SUNPR - Sunday premium
MNext Week
Note: Click the link to change hours from 12/30 thru 1/1/2014.
Step 3

CI'Ck Submit

Step 4

Timesheet
Submit Confirmation

v

OK | Time for the Week of 2013-12-23 to 2013-12-29 is submitted

The Submitwas successful.

Click “OK” to confirm the change.

Step 5
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Click

Step 6

Se

lect Al

and then

Approve Selecled

Click “OK” to confirm the approval.

Timesheet

v

OK|

Approve Confirmation

The Approve was successful
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3. Delete Hours

Step 1

Follow steps 1 thru 5 in paragraph # 1.

Step 2

CIiCkEl.

*View By: Week - Reported Hours: 32.00 Previous Week Next Week
“Date: 121232013 [ b Scheduled Hours: 40.00
Mon Tue wed Thu Fri sat sun Total
12123 12124 12126 12126 12127 12128 12129 Hours '™ Reporting Code Taskgroup Billable
8.00 8.00 8.00 8.00 32.00/ ANNLY - Non Exempt Annua v HUTASKGRF@, (]
Submit
&a
Date Reported Status Approval Monitor Total TRC  Description 5“’:.?2 Comments
12/23/2013 Approved Approval Monitor 8.00 ANNLV Non Exempt Annual Leave 8.00
12/24/2013 Approved Approval Monitor 8.00 ANNLV |Non Exempt Annual Leave 8.00
12/26/2013 Approved Approval Monitor 8.00 ANNLV Non Exempt Annual Leave 8.00
122712013 Approved Approval Monitor 8.00 ANNLV |Non Exempt Annual Leave 8.00

Task Profile ID

e &

Mex Week

Note: Click the

Step 3

link to delete hours from 12/30 thru 1/1/2014.

Click “Yes — Delete” to confirm the time should be deleted.

Timesheet

?

Yes - Delete

Delete Confirmation

. Are you sure you want to delete reported time? Row 1

No - Do Not Delete |

Step 4

Submit

Click

Step 5

Click “OK” to confirm the change.
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4. Support

1. For questions or concern regarding the University Winter Break closure policy
contact the Office of Human Resources at humanresources@howard.edu or call
202- 806-1328 and 202-806-5396.

2. For questions on changing or entering hours in the Time and Labor timesheet
contact payroll@howard.edu or call 202-806-1240.
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