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Overview

This section will provide an understanding of all time and labour related functions
specific to administering and managing time and labor at the Faculty/Department level.

Objectives

Upon completion of this section you will have a general understanding of:

Understanding the Time and Labor WorkCenter for TimeKeepers

« Entering Time on Behalf of Employees

« Correcting or Modifying Time

e Modifying an Employee Time Sheet

e Overriding Chartfields

e Overriding the Hourly Rate

e Pushing Back Payable Time Request

o Understanding Payable Time Offsetting Entries

« Viewing and Managing Exception Errors as a Timekeeper
e Viewing General Inquiry Job Page

o Cross-referencing Speed Type to Combo Code

e Understanding the View GL Funding Page

« Time Entry - Common Issues and Other Information
o Departmental Suspense Notification

e Approval Delegation

e Approving Employee Payable Time

Related Reference Material

All related reference material is stored on the Learning Reference Materials
(http://www.hrs.ualberta.ca/L earning/LearningPeopleSoft/LearningSupportMaterials)
web page within the Human Resource Services website.

P 2 PEOPLESOFT
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Reference Material may include Training Guides, Quick Reference Guides, and Other
Documentation.

Understanding the Time and Labor WorkCenter for
Timekeepers

All time related activities can be accessed using the regular menu navigation but you
need to remember the specific navigation paths or add them to your favorites menu. In
order to simplify the navigation, the Time and Labor WorkCenter is available

and provides a one stop shop to access the most commonly used time related activities.

The activities provided within the Time and Labor WorkCenter include Approving,
Reporting, and Viewing time related transactions. However, the activities you will have
access to is dependant on the role you have been assigned within PeopleSoft HCM. For
example, if you are a Time Approver (i.e. have employees directly reporting to you) your
Time and Labor WorkCenter will include approving, reporting, and viewing activities.
Whereas if you are a Timekeeper or help manage employee time entries, your Time
and Labor WorkCenter is limited to reporting and viewing activities.

The reports and queries accessed via the WorkCenter only include the Time Approver
gueries, for all Timekeeper queries the Query Viewer must be used.

In this topic you will learn how to navigate and utilize the Time and Labor WorkCenter
provided to Timekeepers to assist in time and labor related tasks.

-;JTO Begin the Online Tutorial:

e Click the
instructions provided.

button located in the top left of the screen and follow the

g- ﬁ?fﬁ Page 3
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Procedure

Navigation Path: Main Menu > Manager Self Service > Time Management > Time and Labor

WorkCenter

1. Click the Main Menu button.

Main Menu -

2. Click the Manager Self Service menu.

=

Wanager Self Service

3. Click the Time Management menu.

[ 3 Time Management

4. Click the Time and Labor WorkCenter menu.

| [ Time and Labor WorkCenter

Favorites =

(E] UNIVERSITY OF

& ALBERTA

Time and Labor WorkCenter @  «

Main Reports/Processes
288 My Work Z ev

@ Links & &

< Time and Labor Processing
D Exceptions
D Timeshest

< Extemal Links
D UofA HRS Leaming
I UofA HRS Pay Schedule
D Stals and Winter Closure

Human Capital Management

Manage Time (Admin) | View Time (Admin)

Timesheet | Exceptions

Employee Selection

Change View

L S—

Date 07/11/2016 A

Employees For Jivnoi Ufmit, Totals From 07/11/2016 - 07/17/2016
Time Summary | Demographics

Empl Last
Recor

" First Name Noe  Employee D Job Title

Last
Name

Main Menu~ > Manager Self Service ~ » Time Management ~ > Time and Labor WorkCenter > Timesheet

Home Worklist

Previous Week Next Week

Reported Ha‘um tobe  Eicnion

pproved

0.000000  0.000000

Add fo Favorites Sign out

New Window | Help | &

Hours
Approved or

Denied  Hou
Submitted Hours

Ry

0.000000  0.000000

5. The Time and Labor WorkCenter

Is a one stop shop for Timekeepers.

Page 4
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Favorites -

(2] UNIVERSITY OF

@ ALBERTA

Time and Labor WorkCenter & «

Human Capital Management

Manage Time (Admin) || View Time (Admin)

Timesheet | Exceptions

Employee Selection

Main Reports/Processes
48 My Work s o+

Change View

I —

Date 11/08/2018 B

Time Summary | Demographics

% Links S av

= Time and Labor Processing
D Exceptions
D Timesheet

< External Links
& UofA HRS Leaming
D UoIA HRS Pay Schedule
D Stats and Winter Closure

. EMDl i ame Last  Employee ID
ecord Name %
Last
o Name

Main Menu~ > Manager Self Service ~ » Time Management ~ > Time and Labor WorkCenter

> Timesheet

Previous Week

Employees For Aveqv Zewkitogi Keatiig, Totals From 11/07/2016 - 11132016

Hours

Reported Hourstobe gy gepion e Denied  Houl

jours  Approved s Hours R4
0.000000  0.000000 0.000000 0.000000

Next Week

Home | Workist | AddtoFavorites | Sign out

New Window | Help | B

6. The first step of the time administration process is to review any Exception Errors

that may have been generated.

Click the Exceptions link.

Favorites =

(G UNIVERSITY OF

ALBERTA

Time and Labor WorkCenter @ «

Human Capital Management

Manage Time (Admin) || View Time (Admin)

Timesheet | Exceptions
Employee Selection

Fitering Options

Main Reports/Processes
268 My Work c ov

Exceptions (7
Overview || Details || Demographics

Allow  Last Name First Name

m]

Allow Exceptions (2

@ Links S ov

< Time and Labor Processing
D Exceptions
D Timesheet

< Extemal Links
D UofA HRS Leaming
I UofA HRS Pay Schedule
T Stals and Winter Closure

Main Menu~ > Manager Self Service ~ > Time Management ~ > Time and Labor WorkCenter

Empl ID

» Manage Group Exceplions

Empl
Reaony Job Title

0

Home Worklist Add fo Favorites Sign out

New Window | Help | Personalize Page | &

Personalize | Find | View All | )

Exception ID Description o4

7. Click the Expand section button.

]
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8.

10.

Click the Get Employees button.
| Get Employees |

The details tab will expand the list of exception errors for additional information on

next steps.

Please refer to the topic Viewing and Managing Exception Errors as a

Timekeeper for information on how to use this p

age.

Favorites = Main Menu~ > Manager Self Service ~ » Time Management ~ > Time and Labor WorkCenter > Timesheet

UNIVERSITY OF

P ALBERTA

Human Capital Management

Time and Labor WorkCenter & «
Manage Time (Admin)

Timesheet | Exceplions

Employee Selection

View Time (Admin)
Main Reports/Processes

488 My Work S ev

Change View
“View By [Week v
Date 071172016 |l 7 Previous Week
Employees For Jivnoi Ufmit, Totals From 07/11/2016 - 07/17/2016
Time Summary | Demographics
Empl
Recort

", First Name Employee ID Job Title

Last
Name

Last
Name

@ Links &

< Time and Labor Processing
D Exceptions
D Timesneet

= External Links
D UofA HRS Leaming
D UofA HRS Pay Schedule
$  Stats and Winter Closure

Reported  Hours to be

0.000000  0.000000

Home Worklist Add fo Favorites Sign out

New Window | Help | &

Next Weeik

Hours
Exception Approved or

Hours  Approved i

0.000000  0.000000

Click the Manage Time tab.

Manage Time (Admin)

Page 6
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Favorites - Main Menu~ > Manager Self Service ~ » Time Management ~ > Time and Labor WorkCenter > Timesheet
(7] UNIVERSITY OF " P . Home | Wordist | AddioFavorites | Sign out
o uman Capital Managemen
@ ALBERTA
New Window | Hel
Time and Labor WorkCenfer &  « [Hep | 5
Manage Time (Admin) || View Time (Admin)
Main || Reports/Processes
26 My Work RSBl Timesheet | Exceptions
Employee Selection
Change View
e —
Date 071112006 &) Pravious Wesk Next Week
Employees For Jivnoi Ufmit, Totals From 07/11/2016 - 07/17/2016
Time Summary | Demographics
e Last Reported  Hours 1o be. tiouss Denied  Hou
First Name Employee ID Job Title Exception Approved or
Recor Name Hours  Approved e Hours R4
0 Last 0.000000 0000000 0.000000  0.000000
Name
Ry Links S ov
< Time and Labor Processing
D Exceptions
o Timesheet
< External Links
D UoiA HRS Leaming
D UofA HRS Pay Schedule
D Stats and Winter Closure

11. Click the Employee Selection button.

Employee Selection

12.

The Timesheet tab contains the Timesheet Summary page.

Please refer to the topic Entering Time on Behalf of Employees for information on

how to use this page.

Favorites ‘ Main Menu~ > Manager Self Service ~ > Time Management - > Time and Labor WorkCenter > Weekly Time Calendar
(1] UNIVERSITY OF " I . Home | Wordist | AddioFavorites | Sign out
uman Capital Managemen
@ ALBERTA
New Window | Help | Personalize Page
Time and Labor WorkCenfer & « I el | oe |
Manage Time (Admin) || View Time (Admin)
Main || Reports/Processes
B My Work SR Weekly Time Calendar | Monihly Time Calendar | Payable Time Summary | Payable Time Detail
Employee Selection
Weekly Time Calendar Monthly Time Calendar
View Criteria (7
Week of 07/11/2016 [ Previous Wesk Next Week
Reported or Payable Hours
Display Options (2
[ show Symbols
[ show Exceptions Refresh View
Weekly Time Calendar (7
Last Name First Name Employee ID Job Title Exceptions Total nnw:z'ins WHTI";
S Links S v
Legend
< Time and Labor Processing
D Exceptions
o Timesheet
< External Links
D UofA HRS Leaming
D UofA HRS Pay Schedule
D Stats and Winter Closure
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13.

14.

Click the View Time tab.

View Time (Admin)

Favorites ‘ Main Menu~ > Manager Self Service ~ > Time Management - > Time and Labor WorkCenter > Weekly Time Calendar

(2] UNIVERSITY OF

ALBERTA Human Capital Management

Time and Labor WorkCenter &  «
Manage Time (Admin) || View Time (Admin)
Main || ReportsiProcesses

8 My Work SIS AR Weekly Time Calendar | Monthly Time Calendar | Payable Time Summary | Payable Time Detail

Employee Selection

Wesky Time Calendar
View Criteria (7
Week of 07/1122016 5 Previous Week
Reported or Payable Hours
sartTime ] eported Hours
EndTme[ V] C Payable Hours

Display Options (2

<

[ show Symbols

[ show Exceptior

Weekly Time Calendar (7

Last Name First Name Employee ID Job Title
R Links s ov
Legend
< Time and Labor Processing
& Exceptions
8 Timesheet

< External Links
D UolA HRS Leaming
D UofA HRS Pay Schedule
& Stats and Winter Closure

Monihly Time Calendar
Next Week
ns Refresn View
- Mon. Tue
E=5D Toust om0 o721

Home | Workist | AddtoFavorites | Sign out

New Window | Help | Personalize Page | &

Weekly Time Calendar View

Click the Employee Selection button.

Page 8
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Favorites ~ Main Menu~ > Manager Self Service ~ » Time Management ~ > Time and Labor WorkCenter > Weekly Time Calendar

UNIVERSITY OF

ALBERTA

Time and Labor WorkCenter &  «

Human Capital Management

Manage Time (Admin) || View Time (Admin)

Main || Reports/Processes

Home | Workist | AddtoFavorites | Sign out

New Window | Help | Personalize Page | &
A

Weekly Time Calendar (7

Last Name First Name Employee ID Job Title

8 My Work ISR Weekly Time Calendar | Monthly Time Calendar | Payable Time Summary | Payable Time Detail
Employee Selection
Employee Selection Criteria Get Employees
Selection Criterion Selection Criterion Value
Clear Citeria
Employee ID @
Save Criteria
Empl Record [
Last Name: @,
First Name [
Job Code: @,
Job Description [
Department @,
Supervisor ID £
Reports To Position Number OJ
Workgroup Q
R Links S o~ Weekly Time Calendar Monthly Time Calendar
< Time and Labor Processing View Criteria (%
& Exceptions Week of |07/1112016 [ Previous Wesk Mext Week
4 Timesheet
Reported or Payable Hours
S UofA HRS Leaming ) O Payable H
D UofA HRS Pay Schedule End Time v _ ravable Hours
©  Stats and Winter Closure Display Options (7
O show Symbols
[ show Exceptions Refresh View

Mon. ]
Totst oTH1R01E o7

15.
» Weekly Calendar (default)
* Monthly Time Calendar
» Payable Time Summary
» Payable Time Detail

16.

17.
for a given time period.

The View Time page provides different views to review an Employee's time.

In the Employee Selection area, enter an Employee ID or a Department and click
on the Get Employees button to retrieve information.

You can also use the View Time tab to view the Reported Hours or Payable Hours

a HCM
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Favorites - ‘ Main Menu~ > Manager Self Service ~ > Time Management ~ > Time and Labor WorkCenter > Weekly Time Calendar
Home | Workist | AddioFavorites | Sign out
(C1] UNIVERSITY OF _
ALBERTA Human Capital Management
i
Time and Labor WorkCenter &  « New Window | Help | Personalize Page | &
Manage Time (Admin) || View Time (Admin)
Main || Reporis/Processes
68 My Work SRS Al Weekly Time Calendar | Monthiy Time Calendar | Payable Time Summary | Payable Time Detail
Employee Selection
Weekly Time Calendar Monthly Time Calendar
View Criteria (7.
Week of |07/11/2016 [ Previous Wesk Next Week
Reported or Payable Hours
EndTme o] O Payable Hours
Display Options (2
[ show Symbols
[ show Exceptions Refresh View
Weekly Time Calendar (7
Last Name First Name Employee ID Job Titie Exceptions Total o ]
R Links z o~
Legend
= Time and Labor Processing
D Exceptions
D Timesheet
< External Links
D UofA HRS Leaming
P UofA HRS Pay Schedule
D Stats and Winter Closure
Favorites ~ ‘ Main Menu~ > Manager Self Service ~ > Time Management ~ > Time and Labor WorkCenter > Monthly Time Calendar
UNIVERSITY OF i Home | Workist | AddioFavorites | Sign out
Human Capital Management
i
Time and Labor WorkCenfer ©  « New Window | Help | Personalize Page | &5
Monthly Time Calendar
Main || Reporis/Processes
3 My Work S (&~ Employes Selection
Weekly Time Calendar Monthly Time Calendar
View Criteria (7.
Month[07-duy  ~|  Previous Monin Next Month
Year[2006 | | Reported orPayable Hours
End Iime O payable Hours
Display Options (2
[ show symbols
[ show Exceptions Refresh View
Monthly Time Calendar (2
Last Name First Name Employez ID Job Titie Exceptions Total an 5;; 5;3"'
Legend
S Links s o~
< Time and Labor Processing
o Exceptons Return to WorkCenter
O Timecnog

19. Click the Employee Selection button.

20.
Get Employees

Enter an Employee ID and Click the Get Employees button.

Page 10
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21.

22.

23.

24,

25.

26.

27.

28.

29.

30.

To review information for the previous month Click the Previous Month link.
To review information for the next month Click the Next Month link.
To review the employee's time by week Click the Weekly Time Calendar link.

Click the Employee Selection button.

Note: when you switch to a different Time Calendar (e.g. Monthly to Weekly), you
will need to re-enter the Employee ID in the Employee Selection section.

Click the Return to WorkCenter link.

Payable Time Summary View

Click the Payable Time Summary link.

Favorites= | MainMenu~ » Manager Self Service ~ » Time Management = » Time and Labor WorkCenter > Payable Time Summary

(5] UNIVERSITY OF Home | Workist | AddtoFavorites | Sign out

@ ALBERTA Human Capital Management

v Win elp | Personaliz =
Time and Labor WorkCenter @ « New Window | Help | Personalize Page | [

Manage Time (Admin) | View Time (Admin}
Main Reports/Processes
88 My Work S o~ ‘Weekly Time Calendar | Monthly Time Calendar | Payable Time Summary | Payable Time Detail

Employee Selection

Refresh Timesheet
Start Date 07/0772016 |5 End Date[[7/1352016 |
Employees For Jivnoi Ufmit personaize | Find |7 i
Time Reporters | Demographics

Emy Hours t beH rs Approy

Last Name First Name Employee ID = ! Job Title e e d Denied Ho

Last Name 0 0.000000 0000000 0.000000

Click the Employee Selection button.

Enter the Employee Number into the Employee ID field.

For example purposes, enter "1086761".
Employes 1D 1086761 i

Enter the Start Date into the Start Date field.

For example purposes, enter "03/07/2016".

Start Date| 02/07/2016 |[5]

Note: The End Date defaults to the current date and cannot be changed.

’! HCM Page 11
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31.

Click the Get Employees button.

et Employees

Favorites = Mzin Menu~ > Manager Self Service ~ > Time Management ~ > Time and Labor WorkCenter

[E1] UNIVERSITY OF

7y ALBERTA

Time and Labor WorkCenter & «

Human Capital Management

Manage Time (Admin) || View Time (Admin)
Main || Reports/Processes

288 My Work S ev ‘Weekly Time Calendar | Monthly Time Calendar | Payable Time Summary | Payable Time Detail

Employee Selection
Refresh Timesheet

Start Date 03/07/2016 |5

Employees For Jivnoi Ufmit

Time Reporters. || Demographics

Last Name First Name Employee ID
Zenxitw Kinegoi 1086761
Zenxitw Kineqoi 1086761
Zenxitw Kinegoi 1086761
Zenxitw Kinedol 1086761
Zenxitw Kinegoi 1086761

> Payable Time Summary

End Date [

Employment
cory Job Title

0 Term Employment 08 0.000000 0000000 0.000000
1 Term Employment 03 0.000000 0000000  0.000000
2 Term Employment 03 0.000000 0.000000 0.000000
3 Administrative Assistant 0.000000 0000000 0.000000
4 Term Employment 03 0.000000 0.000000 0.000000

Home | Workist | AddtoFavortes | Sign out

New Window | Help | Personalize Page |

Personalize | Find [ First

Hours tobe  Hours Approved
Approved|  or Submitted | 2274 Hours

32.  All Employment Records will be displayed for the Employee (if they have multiple

Jobs).

Click the Last Name of Employee.

33.

34.

Favorites Main Menu~ > Manager Self Service ~ > Time Management ~ > Time and Labor WorkCenter

UNIVERSITY OF

ALBERTA

Time and Labor WorkCenter @ «

Human Capital Management

Payable Time Summary

Main || Reports/Processe:
= e Kinegoi Zenxitw

My Work 2 ov
R TemEmpoyment 08
Actions v
Start Date |03/07/2016 1 ':J
End Date
Payable Time From 03/07/2016 To 03/13/2016 (2
z‘u":;;“"’“"i"g Deseription menmwue

615 Overtime @ 1.5x 20.000 Hours

» Payable Time Summary

Previous Week

Previous Employee

Mon Tue
am £
4.000 4.000

Home | Workist | AddtoFavortes | Sign out

New Window | Help | Personalize Page | i
Employes ID 1086761
Employment Record 2

Next Week
Next Employes

Wed Thu Fri Sat
9 310 3 31z
4.000 4.000 4.000

To view Payable Time Summary for the next week Click the Next Week link.

To view Payable Time Summary for the last week Click the Previous Week link.
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Favorites~ | Main Menu~ > Manager Self Service ~ » Time Management - > Time and Labor WorkCenter > Weekly Time Calendar
() UNIVERSITY OF ; ottt . Home | Workist | AddtoFavorites | Sign out
=] uman Capital Managemen
@ ALBERTA
New Window | Help | Personalize Page
Time and Labor WorkCenfer &  « I el | oe |
Manage Time (Admin) || View Time (Admin)
Main || Reports/Processes
B My Work A2 AR Weckly Time Calendar | Monthiy Time Calendar | Payable Time Summary | Payable Time Detail
Employee Selection
Weekly Time Calendar Monthly Time Calendar
View Criteria (2
Week of 07/13/2016 [ Previous Wesk Next Week
Reported or Payable Hours
EndTime[ v G Payable Hours
Display Options (2
[ show Symbols
[ show Exceptions Refresh View
WeeKly Time Calendar (7
Last Name First Name Employee ID Job Title Exceptions Total DZ‘;A;';]W w;"‘;
% Links S ov
Legend
= Time and Labor Processing
D Exceptions
P Timesneet
< Extemal Links
D UofA HRS Leaming
D UofA HRS Pay Schedule
D Stats and Winter Closure

35. Payable Time Detail View

To view details of an employee's Payable Time, Click the Payable Time Detail link.

36. Click the Employee Selection button.

37.

et Employees

38. Click the Last Name of Employee.

39.
including the Status for a specific time period.

Enter the Employee ID and Click the Get Employees button.

In the Payable Time Detail page you can review an employee's time by each day

Enter or Select the Start and End Dates and click on the refresh icon.

4- HCM
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40.

41.

42.

43.

Favorites = Main Menu~ > Manager Self Service ~ » Time Management ~ > Time and Labor WorkCenter > Payable Time Detail

(5] UNIVERSITY OF Home Worklist Add fo Favorites Sign out

ALBERTA Human Capital Management

Time and Labor WorkCenter ©  « | New Window | Help | Personalize Page | &

Main || Reports/Processes Payable Time Detail
48 My Work S ev Employee ID 1036761

Employment Record 2

Start Date [03/07/2016 5
A o,
End Date 03/31/2016 [ ‘¢ Previous Employee Next Employee
Payable Status Filter

Payable Time (2
Overview || Time Reporting Elements || Task Reporting Elements || Cost and Approval

Date Status Reason Code LR Quantity TRC Type
03072016 Distributed 615 4,000 Hours
03/02/2016 Distributed 615 4.000 Hours
03092016 Distributed 615 4.000 Hours
03/10/2016 Distributed 615 4.000 Hours
03112016 Distributed 615 4,000 Hours

Relum to Select Employee

To access Queries and Reports Click the Reports/Processes tab.

The Reports/Processes tab includes the Time and Labor Queries and Reports
available to Supervisors, Managers, and Timekeepers.

Note: Additional queries are available to Timekeepers which are accessible via the
Query Viewer.

Refer to the section "Supporting ESS Time Entry > Reporting - Queries" for
further details.

Congratulations! You have completed the training on using the Time and Labor
WorkCenter.

End of Procedure.

Page 14
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Entering Time on Behalf of Employees

Timekeepers have the ability to enter Time on behalf of Employees. The Time Entry
functions a Timekeeper may be required to perform are as follows:

Hourly Time Entry
Enter hours worked for Hourly employees within the Faculty/Department (if required).
Leave Time Entry

Enter Leaves and Absences for Salary employees within the Faculty/Department (if
required).

Vacation Time Entry

Enter Vacation taken for APOs/SOTS/Librarians within the Faculty/Department (if
required).

Overriding the Hourly Rate

Timekeepers/Supervisors and Human Resource Services are able to override the
Hourly Rate for time entered by Hourly employees within the Faculty/Department (if
required).

Chartfield Overrides

Timekeepers/Supervisors and Human Resource Services will be able to override the
Chartfield for time entered by Hourly employees within the Faculty/Department (if
required).

’! HCM Page 15



Training Guide

Payable Time Management

UNIVERSITY OF

57 ALBERTA

Time Entry for Restricted TRCs

A number of TRCs (Time Reporting Codes) can only be entered by a Timekeeper,
Supervisor or Human Resource Services personnel.

TRC DESCR

032 Winter Closure Hours

431 Boot Allowance(One Time Pymnt)
650 Call Back Travel Allowance

653 Special Duty - Peace Officer

654 Special Duty - Sergeant

670 Bank Time Payout

685 Responsibility Pay

816 25th Anniversary Day Off

819 25th Anniversary Day Payout

823 Witness or Jury Duty Pay

828 Gen lliness Prior Year Pay

829 Special Leave Prior Year

831 Casual lliness Prior Year Pay
833 Special Leave Prior Year Pay
837 Witness or Jury Duty Leave

848 DiscretionaryCompassionateTime
849 DiscretionaryCompassionatePay
858 Casual lllness Prior Yr Leave

864 General lliness Prior Yr Leave

Page 16
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Time related to the following TRCs can only be entered by Human Resource

Services:

TRC

DESCR

667

Banked Time Earned Adjustment

668

Banked Time Taken Adjustment

732

Vacation Pay by Amount only

770

Disability Pay Recovery

780

Rehabilitative Salary

854

Casual 2 lllness Payout

959

HRDF - Payment for courses

For a complete list of TRCs refer to the Time and Labor TRC reference
sheet located within the Learning Resource Materials webpage on the HRS web

site.

Future Time Entry

Leave time can be entered beyond the current pay period and up to 90 days in the

future.

Prior Period Time Entry

Employees have a 1 month limitation (current semi-monthly pay plus two more pay

periods)

Timekeepers have a 4 month limitation (current semi-monthly pay plus eight more pay

periods)

Any entries outside of these windows need to be entered by central payroll.

In this topic you will learn how to enter Time on behalf of Employees.

Employee Time Entry is available to all applicable staff; however, you
should consult the lead within your Department/Faculty regarding the Time
Entry business process.

L, . . .
— To Begin the Online Tutorial:

o Click the

instructions provided.

button located in the top left of

the screen and follow the

e- HCM
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Procedure

Navigation Path: Main Menu > Manager Self Service > Time Management > Report Time >
Timesheet

1.

Click the Main Menu button.
Main Menu .

2. Click the Manager Self Service menu.

[ /3 Manager Self Service v
3. Click the Time Management menu.

[ 3 Time Management v|
4. Click the Report Time menu.

| &3 Report Time v|
5. Click the Timesheet menu.

[ Timeshest |

Page 18
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Favorites - | MainMenu~ > Manager Self Service ~ » Time Management = > Report Time = » Timesheet

UNIVERSITY OF Home | Workist | AddtoFavorites | Sign out

ALBERTA Human Capital Management

New Window | Help |
Report Time
Timesheet Summary

Employee Selection

Employ on Criteia Get Employees
Selection Criterion Selection Criterion Value
Clear Criteria
Employee ID @,
Save Criteria
Empl Record a
Last Name @,
First Name a
Job Code @,
Job Description a
Department @,
Supervisor ID Y
Reports To Position Number @,
Workgroup X
Change View
Date |06/29/2016 B Previous Week Next Week
Employees For Unpe Ytopefupdi, Totals From 06/27/2016 - 07/03/2016 Personalize | Find 1011
Time Summary || Demographics
EMP! irst Name Last  Erpioyeetn Job Title Reported  Hourstobe g, ppion e Dewegtioursy Reports To
Record Name ploy Hours  Approved P ";mmmw Hours Rate P
Last
0 Name 0.000000  0.000000 0.000000  0.000000

Approve Reported Time
Manager Seff Service

Time Management

6. Enter the Employee ID into the Employee ID field to search for the employee and to
view the Employment Record Numbers.

For example purposes, enter "1293161".

7. Click the Get Employees button.
| Get Employees |

8. In the Time Summary tab, you can view the Employee's Time Summary by each
Employment Record Number/Job the Employee has.

If an Employee has multiple jobs, they would be reported here as well.

9. Click the Demographics tab.

| Demographics I

10. Inthe Demographics tab you can view the Employee's Job Demographic
information for each Employment Record Number/Job the Employee has.

If an Employee has multiple jobs, they would be reported here as well for the jobs
you have access to.

’! HCM Page 19
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11. To open the Timesheet page, click the Last Name of Employee.

If the employee has more than one Employment Record Number within your

department/faculty you will need to select the Employment Record Number where

the hours were worked.

This can be determined from the Hourly Rate or the Reports To information.
12. Note: The period displayed on this page will depend on the date selected. The date

defaults to the current pay period.

To enter time for a Prior/Future period use the "Previous Period" and "Next Period"

links

%A"fjﬁﬁﬁ‘%& R Home Worklist Add fo Favorites. Sign out
| New Window | Help |
Timesheet
,G,'S!'H,P,e,!'[k,!i\ﬂ‘,’!i,‘,‘!??, Department j\LESRRGe"wa Employee ID 1293161
! Ammem”fj::tay Previous Period  Next Period
“Date D6/1612016 | P »
::::::::‘I:: Z::A:: Summary Leave / Compensatory Time Exceptions Payable Time — Fmdl@ . —

13. Onthe Timesheet page you can verify the employee’s name, department, job title,

employment record number, and hourly rate of pay.
14. Note: Empl Record field is important when the employee has multiple jobs.
15. To view Employee Status, hover your mouse over the Employee's name
16. To view Job Information for the Employee hover your mouse over the Job Title.
17.  Click the View By list.

| Calendar Period V|
Page 20
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18.

19.

20.

21.

22.

23.

24,

25.

Click the Week list item for ease of entry.
Week

Note: If an employee is not active on the first day of a given pay period, enter the
employees actual start date in the Date field after you select the View By 'Week' and
you will be able to enter their time.

Once you enter/select a date, click on the Refresh icon beside it.

For mid pay period job transfers, change the View By field to “Day”.
This allows you to enter time for all relevant days within the pay period. If you don't

change the View By field, some of the days will be greyed out and will not allow time
entry.

Enter the hours to be reported for the pay period in the appropriate date column.

For example purposes, enter "7" into the Thu 6/16 field.

Use the Tab key to move to the next column.
For example purposes, additional hours have already been entered.

Press [Tab].

Time Periods are as follows:
» Semi-monthly: 1-15th and 16th to end of the month
* Monthly: 1st to the end of the month

Note: Negative or Zero values should not be entered.

Click the Time Reporting Code list.

PEOPLESOFT Pa e 21
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26.

Note: only one TRC can be selected per row.

For example purposes, click the list item 800 -

27.

Select a Time Reporting Code (TRC) from the drop down list.

Vacation Time Taken.

Note: Only one TRC can be selected per row.

Favorites = | MainMenu~ » Manager Self Service ~ » Time Management = > Report Time = > Timesheet

UNIVERSITY OF

P ALBERTA

Human Capital Management

Timesheet

Gkug Penrk Aqwitoge Depariment.  ALES RR Genera

Department ID: 100400

Reporsto:  Kofkein KefHigoi

Actions ~
Select Another Timesheet

*Date |06/16/2016 |5}l L
Reported Hours 0.000

From Thursday 06/16/2016 to Wednesday 06/22/2016 (7.
Sun Mon Tue

Leave and Compensatory Time Balances (7

Plan Type Plan Recorded Balance Leave Balance Details
Leave Vacation 64.038 B

Leave Casual lliness 54.719 & Leave Balance Details
Leave Special Leaves 750008

Retun to Sefect Employee
Manager Sef Service

Time Management

Employee ID 1293161
Empl Record 0

Earliest Change Date D7/01/2016

Th Fi Sat Wed B
6“'5‘ sm: 63153 o= = &= 6‘;2 Total Time Reporting Code Type Override Rate B
7.000 7.000 7.000 7.000 7.000 800 - Vacation Time Taken v Hours. U
d
g
Submit
Reported Time Status | Summary | Leave/Compensatory Time || Exceplions || Payable Time

Personalzs | Find |20 | B 13

Home Worklist Add fo Favorites Sign out

| New Window | Help | &2

of3

28.

Note: If you are entering Vacation/Leave Time, you need to verify the employee has

enough Vacation/Leave Balance to cover the hours.

This information can be found under the Leave/Compensatory Time tab.

Refer to the topic "Reviewing Employee Leave Balances" for further details.

Page 22
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Favorites Main Menu -

(2] UNIVERSITY OF

@ ALBERTA

Human Capital Management

Timeshest

Gkugq Penrk Aqwitoge Department:  ALES RR General

""""""""""""" Department ID: 100400

Reporisto:  Kofkein KefHigeol

Actions +
Select Another Timesheet

= S—
“Date|06/16/2016 |l o
Reported Hours 0.000

From Thursday 06/16/2016 to Wednesday 06/22/2016 (7

Leave and Compensatory Time Balances (7

Retun to Sefect Employee
Manager Seff Service

Time Management

> Manager Self Service = » Time Management ~ > Report Time = » Timesheet

i i P e . o o8 Total Time Reporting Code Type Override Rate B
7.000 7000 7000 7.000 7.000 300 - Vacation Time Taken v Hours U
g
J
Suomit
Reported Time Status || Summary || Leave / Compensatory Time || Exceptions || Payable Time

Plan Type Plan Recorded Balance Leave Balance Details
Leave Vacation 64,038 E
Leave Casual liness 54710
Leave Special Leaves 75.000 B

Home | Workist | AddtoFavorites | Sign out

| New Window | Help | FE

Employes ID 1293161
Empl Record 0

Earliest Change Date 07/01/2016

Previous Week  Next Week

Personalize | Find |20 | 13013

29.
applicable (e.g. lliness leave).

When you submit an employee's time, the system verified the Leave balances if

If the hours entered exceed the available balance, an error message will appear and
you will need to correct the timesheet and resubmit.

Click the Submit button.
| Submit |

30. Click the OK button.

PEOPLESOFT

HCM

£}
o C
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Favorites =

(G UNIVERSITY OF

@ ALBERTA

Human Capital Management

Timesheet

Ketbep Adego

*Date 0871612016 | %

From Thursday 06/16/2016 to Wednesday 06/22/2016 (2

Thu Fri sat Sun

6116 647 618 619

8.000 5000
Submit

Reported Time Status || Summary | Exceptions || Payable Time
Reported Time Status
Date Reported Status Total TRC
0611622016 Submitted 8.000 021
06172016 Submitied 8.000 021
06/20/2016  Submitted 8.000 021
06/21/2016  Submitted 8.000 021
06222016 Submitted 8.000 021

Return fo Select Employee
Manager Self Service

Time Management

Main Menu~ > Manager Self Service ~ > Time Management -~ » Report Time = > Timesheet

Deparment.  ALES AFNS General
Department I

Reports to;
Actions »
Select Another Timesheet
R = S

Reported Hours 40.000

Home Worklist Add fo Favorites Sign out

| New Window | Help | &

Employee ID 1254386
100300 Empl Record 0

Quirkeqoi Pepeji Earliest Change Date 06/16/2016

Previous Week  Next Week
e o o Total Time Reporting Cade Type Override Rate B
8.000 8.000) 8.000]  40,000[021 - Regular Hours (Cas FT Studen) V| Hours. u

Personalize | Find |2 | 150f5
Description Comments
Regular Hours {Cas FT Student) o
Regular Hours (Cas FT Student) @]
Regular Hours (Cas FT Student) O
Regular Hours (Cas FT Student) o
Regular Hours (Cas FT Student) #]

31.

32.
employees.

End of Procedure.

Ensure the ‘Reported Hours’ field has the correct number of hours.

Congratulations! You have completed the training on entering time on behalf of
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Correcting or Modifying Time Entered

Time previously entered and submitted can be modified by Employees, Timekeepers,
Supervisors and Human Resource Services. The length of time someone can go back
and change time is different for these groups.

Employees are able to modify time transactions within the past month of the current pay
period.

Timekeepers and Supervisors are able to modify time transactions, on behalf of an
Employee, within the past 4 months of the current pay period.

Human Resource Services is able to modify time transactions, on behalf of the
Employee, beyond four months of the current pay period.

In this topic you will learn how to modify time previously entered.

‘ Modifications to time entered prior to the implementation of PeopleSoft HCM
V9.2 is to be completed by Timekeepers, Supervisors, Managers, or Human
Resource Services.

-_*-JTo Begin the Online Tutorial:

«“ B -
e Click the m button located in the top left of the screen and follow the

instructions provided.

Procedure

Navigation Path: Main Menu > Manager Self Service > Time Management > Report Time >
Timesheet

1. Navigate to the Timesheet page and select the date of the timesheet to be modified.

’! HCM Page 25
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Favorites~ | MainMenu~ > Manager Self Service = > Time Management = > Report Time = > Timesheet

(53] UNIVERSITY OF

& ALBERTA

Human Capital Management

Timesheet

Gkug Penrk Aqwitoge Depariment.  ALES RR General

""""""""""""" DepartmentID: 100400

Reportsto:  Kofkein KefHigcoi
Actions ~
Select Another Timesheet

“View By | Calendar Period v
*Date|06/1612016|[5) %
Reported Hours 35,000

Previous Period Next Period

From Thursday 06/16/2016 to Thursday 06/30/2016 (7

Thu Fri Sat Sun Mon Tue Wed Thu
616 &7 618 619 6120 621 6122 623
7.000 7.000 7.000 7.000 [7.000K3
Submit

Reported Time Status || Summary || Leave / Compensatory Time || Exceptions || Payable Time

Reported Time Status

Date Reported Status Total TRC Description Comments
06/16/2016  Submitied 7.000 800 Vacation Time Taken o
06/17/2016  Submitted 7.000800 Vacation Time Taken o]
06/2012016  Submitied 7.000 800 Vacation Time Taken ]
06/21/2016  Submitted 7.000800 Vacation Time Taken o
06/22/2016  Submitted 7.000 500 Vacation Time Taken ]

Retum to Select Employee
Manager Seff Service

Time Management

Employee ID 1283161
Empi Record 0

Earliest Change Date  07/01/2016

Personalize | Find |20 | 15015

Home | Workist | AddtoFavorites | Sign out

| New Window | Helo |

Fri sat Sun Mon T
624 6125 6126 6027 61

2. Select the hours you would like to modify and either delete the number or enter a

different number of hours.

For example purposes, delete the hours in the Wed field.

We will enter these hours on a separate row and apply them to a different TRC

(Bank Time Taken).

3. Note: Do not enter zero or negative values.

4. When you make adjustments, the Total hours will not update until the hours have

been submitted.
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Favorites - | MainMenu~ > Manager Self Service ~ » Time Management = > Report Time = » Timesheet

(E5) UNIVERSITY OF Home | Workist | AddtoFavorites | Sign out

ALBERTA Human Capital Management
| New Window | Help | &

Timesheet

Department:  ALES RR General Employee ID 1293161

Department ID: 100400 Empl Record 0

Gkugq Penrk Aqwitoge

Reporisto:  Kofkein KefHigoi Earliest Change Date 07/01/2016
Actions =

Select Another Timesheet

*Date 0611612016 |5 ¥
Reported Hours 35.000

From Thursday 06/16/2016 to Wednesday 06/22/2016 (7
Th Fri Sat Sun Mon Tue Wed

616 617 618 619 8120 821 622 Total Time Reporting Code Type Override Rate B
7.000 7.000 7.000 7.000; 35.000| 800 - Viacation Time Taken £ Hours U
g

Submit

Reported Time Status || Summary || Leave/ Compensatory Time | Exceptions || Payable Time

Reported Time Status Personaiize | Find |0 |E 15015

Date Reported Status Total TRC Deseription Comments
06/16/2016  Submitted 7.000 800 Vacation Time Taken O
06/17/2016  Submitted 7.000 800 Vacation Time Taken o]
06202016  Submitted 7.000 800 Vacation Time Taken O
0612172016 Submitted 7.000 800 Vacation Time Taken 2
06/22/2016  Submitted 7.000 800 Vacation Time Taken o

Return to Select Employee
Manager Seff Service

Time Management

5. For example purposes, enter "7" into the Wed field on the next line.

6. Using the drop down menu of the Time Reporting Code field select the appropriate
code.

For example purposes, select the TRC 665 - Bank Time Taken list item.
665 - Bank Time Taken |
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Human Capital Management

Timesheet

Gkug Penrk Aqwitoge Depariment:  ALES RR General
Department ID: 100400

PEREL Lab Coordinator

Reporis to:  Kofkein KefHiacoi

Actions »
Select Another Timesheet
R —
*Date 0611612016 |F P
Reported Hours 35000

From Thursday 06/16/2016 to Wednesday 06/22/2016 (2

Thu Fri sat sun Mon Tue

616 617 6/18 619 620 &2

7.000 7.000 7.000] 7.000]
Submit

Reported Time Status || Summary || Leave / Compensatory Tme | Exceptions || Payable Time

Reported Time Status

Date Reported Status Total TRC Deseription

06/16/2016  Submitted 7.000 800 Vacation Time Taken
06/17/2016  Submitted 7.000 300 Vacation Time Taken
061202016 Submitted 7.000 800 Vacation Time Taken
06/21/2016  Submitted 7.000 800 Vacation Time Taken
06/22/2016  Submitted 7.000 800 Vacation Time Taken

Retun to Sefect Employee
Manager Sef Service

Time Management

Favortes - | MainMenu- > Manager Self Senvice ~ > Time Management - > Report Time ~ » Timesheet

Previous Week  Next Week

Persanalize | Find || 15015

Home Worklist Add fo Favorites Sign out

| New Window | Help | &

Employee ID 1293161
Empl Record 0

Earliest Change Date 07/01/2016

o Total Time Reporting Code Type Override Rate B
35.000[B00 - Vacation Time Taken _____ w/| Hours y
7| 14 Leave Without Pay hd U

Comments

V0000

7. Click the Submit button.
| Submit |

8. Click the OK button.

UNIVERSITY OF

ALBERTA

Human Capital Management

Timesheet

Gkug Penrk Aqwitoq Depariment:  ALES RR General

Department ID: 100400

Reporis to:  Kofkein KefHiacoi

Actions v
Select Another Timesheet

I ——)

*Date 0871612016 | %

From Thursday 06/16/2016 to Wednesday 06/22/2016 (2

Thy Fri sat sun Mon Tue

616 617 6/18 619 620 &1

7.000 7.000 7.000 7.000;
Submit

Reported Time Status || Summary || Leave/ Compensatory Time | Exceptions || Payable Time

Reported Time Status

Date Reported Status Total TRC Deseription
06/16/2016  Submitted 7.000 800 Vacation Time Taken
06/17/2016  Submitted 7.000 800 Vacation Time Taken
06/20/2016  Submitted 7.000 800 Vacation Time Taken
0621/2016  Submitted 7.000 800 Vacation Time Taken
06/22/2016  Submitted 7.000 665 Bank Time Taken

Retun to Select Employes

Manager Seff Service

Favortes - | MainMenu- > Manager Self Senvice ~ > Time Management - > Report Time ~ » Timesheet

Previous Week Next Week

Personaiize | Find |2 15015

Home Worklist Add fo Favorites Sign out

| New Window | Help | &

Employee ID 1293161
Empl Record 0

Earliest Change Date 06/16/2016

Wed .
& Total Time Reporting Code

7.000 7.000 665 - Bank Time Taken v Hours u
28.000| 800 - Vacation Time Taken v

Type Override Rate B

Hours. U

Comments

V0000
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9. Ensure the Reported Hours field reflects the correct number.

Press [Enter].

10. Congratulations! You have completed the training on Correcting or Modifying Time.

End of Procedure.

Modifying an Employee Timesheet

In this topic you will learn how to modify an employee's timesheet.

-_*-'ITo Begin the Online Tutorial:

e Click the W button located in the top left of the screen and follow the

instructions provided.

Procedure

Navigation Path: Sign In to PeopleSoft HCM

1. The most efficient way to review payable time pending your approval is to navigate
to the Time and Labor WorkCenter.

2. And the quickest path to the Time and Labor WorkCenter is through your Manager
Dashboard.

Click the Time and Labor WorkCenter link.
3. Click the Pending Payable Time link.

4. A list of your employee's time transactions requiring your approval will be displayed.
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5.

6.

7.

Favorites ~ Main Menu -

(] UNIVERSITY OF

Human Capital Management

Time and Labor WorkCenter @  «

Employee Selection
5 Pending Payable Time (1)

Change Time in View

< Alrts
O Balances Start Date o]
Employees For Jonoeqe Jixiviuqwi
Time Summary || Demographics
Select Last Name First Name
O  Kioit Buage
z
Select All Deselect All
Approve Deny

Q Links S v

Time and Labor Processing
@ Approve Payable Time
@ Exceptions

7 Timesheet

= External Links

S UofAHRS Leaming

£ UofA HRS Pay Schedule
T Stats and Winter Closure

> Manager Self Service ~ » Time Management ~ > Time and Labor WorkCenter

> Approve Time by Group.

Home Workiist

Approve Time | Report Time || View Time

Main || Reporis/Processes
28 My Work ERIFEARE #prrove Payable Time | Manage Exceptions | Review and Manage Alerts.
< Approvals

End Date [06/12/2016 |5 #,

Personalize | Find | View All | @ First @/ 1 of 12/ Last

Empl
Employeeld | BUPY job Titie Total Payable Hours
Purchasing Team
0 ez 10.000

Push Back

Add fo Favorites Sign out

New Window | Heip | B

Favorites ~

To view the details of an employee's time Click the Last Name link.

Main Menu ~

(O] UNIVERSITY OF

ALBERTA

Time and Labor WorkCenter & «

Human Capital Management

Main || Reporis/Processes
£ My Work S av Employee ID
© Approvals Employment Record 0

' Pending Payable Time (1)

v Alerts
o Balances
Quantity Type 5:;'"“3
5,000 Hours
5,000 Hours.
@ Links T lov

< Time and Labor Processing
& Approve Payable Time
7 Exceptions

@ Timesnest

w  External Links

£ UofA HRS Leaming

£ UofA HRS Pay Schedule
S Stats and Winter Closure

> Manager Self Service » » Time Management ~ > Time and Labor WorkCenter

Combination Code

> Approve Time by Group.

Home Workiist

| New Window | Help | &

Personaize | Find | View Al |

ChartFields Adjust Reported Time
ChartFields Adiust Reported Time
ChartFields

Adjust Reported Time

Add fo Favorites.

Sign out

B Fst@ 12020 L2

Comments

o

Scroll to the right and Click the Adjust Reported Time link.

The Timesheet page for the employee will appear.
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10.

11.

12.

Favorites ~ Main Menu +

(S] UNIVERSITY OF

@& ALBERTA

Time and Labor WorkCenter @ «

Main || Reporis/Processes
8k My Work S av

= Approvals
53 Pending Payable Time (1)
v Alerts
7 Balances

Q Links S =

©  Time and Labor Processing
@ Approve Payable Time
@ Exceptions
7 Timesheet

+ External Links
S UoTAHRS Leaming
S UofAHRS Pay Schedule
$ Stats and Winter Closure

> Manager Self Service ~ >

Time Management ~ > Time and Labor WorkCenter > Approve Time by Group.

Human Capital Management

Timesheet

Department  F&0 Finance

DepartmentID: 740615

Reportsto:  Jonoeqe Jixiviugwi

Actions
Select Another Timesheet

*View BY | Calendar Period hd
“Date 05/16/2016 |5 “
Reported Hours 45.000

From Monday 05/16/2016 to Tuesday 05/31/2016 (2

Mon Tue Wed Thy Fri sat
516 5T 518 519 5120 5021
5.000 0.000 5.000

Submit

Reported Time Status || Summary || Leave / Compensatory Tme || Exceptions | Payable Time

Reported Time Status

Date Reported Status Total TRC Description
0516/2016  Submitied 5000615 Overtime @ 1.5x
05/18/2016  Submitted 0000615 Overtime @ 1.5x
05119/2016  Submitied 5000615 Overtime @ 1.5x
051232016 Submitted 5000615 Overtime @ 1.5x
05/24/2016  Submitied 5000615 Overtime @ 1.5x
05252016 Submitted 5000615 Overtime @ 1.5x
05/26/2016  Submitied 5000615 Overtime @ 1.5x
052712016 Submitted 5000615 Overtime @ 1.5x
05/30/2016  Submitied 5000615 Overtime @ 1.5x
051312016 Submitted 5000615 Overtime @ 1.5x

Retum to Select Employee
Retum to Payable Time

Previous Period  Next Period

Personaize | Find |21 1100710

Home | Worklist | AddioFavorites | Sign out

New Windaw | Help | &

Employee ID

Empl Record 0

Earliest Change Date (05/16/2016

Mon Tue Wed
523 524 5125
5.000 5.000 5.000

Comments

LoIRCINCIRO IR OIRCIRCIRIRCIRC)

Go to the day that requires adjustment.

For example purposes, Click in the hours field.

Change the hours accordingly.

For example purposes blank out the field.

Delete the incorrect hours and leave a blank field. If those hours were the only
entry on the row, the entire row must be removed.

If the corrected time was already paid in a prior pay period, there should be time
entered for the current pay period to offset the pay recovery.

When a revision is made to the timesheet an explanation should be added in the
comments section.

Click the Comments button.

o

4- HCM
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13. In the comments section make a note of what changes were made and why.

Click in the Comment field.

Favorites~ | MainMenu~ » Manager Self Service = » Time Management ~ > Time and Labor WorkCenler > Approve Time by Group

UNIVERSITY OF _ Home | Workiist | AddtoFavories | Sign out
ALBERTA Human Capital Management
Wi
Time and Labor WorkCenter & « Mew Window | Help | Personalize Page |
Main || Reporis/Processes Comments
1 My Work S e~ Bugge Kitfoit Employee ID
< Approvals Purchasing Team Lead Employment Record 0
o Pending Payable Time (1) Actions ~
Note
< Aletts
o Bl Comment history cannot be altered o removed. Once you select OK to leave the page or select ABply Tor one of more entered comment, you
alances will not be able to alter or remove those comments later.

Comments related to fime entered for 05/19/2016 personaze | Find | View Al (20 |E First @ 1011 % Last

User ID DateTime Created  Source Comment

Adjusted Time
06/06/2016 2:20PM  Time Reporting

Add Comment

0K Cancel Apply.

@ Links Z jov

< Time and Labor Processing
7 Approve Payable Time
@ Exceptions
& Timesnest

©  External Links

f UofA HRS Leaming
S UoIAHRS Pay Schedule
S Stats and Winter Closure

14. To save the comment Click the OK button.
oK

15.  When the Submit button has been clicked there is a validation process that looks to
ensure the changes you have made are correct.

If there is an error, correct as requested and resubmit.

Pa e 32 PEOPLESOFT
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Favorites~ | MainMenu~ > Manager Self Service = > Time Management ~ > Time and Labor WorkCenter > Approve Time by Group

Home | Worklist | AddioFavorites | Sign out

UNIVERSITY OF

% ALBERTA Human Capital Management

Time and Labor WorkCenter & « New Window | Help | &

Timesheet
Main || Reporis/Processes
ik My Work S ev Bugqe Kitfoit Department  F0 Finance Empioyee ID
Department ID: 740615 Empl Record 0
= Approvals P
5 Pending Payable Time (1) Reportsto:  Jonoege Jixiviugwi Eariest Changs Date  05/16/2018
v Alets Actions ~
o Baances Select Another Timesheet
“View By[ Calendar Period v Previous Period  Next Period
o,

“Date 05/16/2016 |5 "
Reported Hours 45.000

From Monday 05/16/2016 to Tuesday 05/31/2016 (2
Men Tue Wed Thu Fri sat sun Mon Tue Wed

516 ST 518 519 5120 5021 5022 523 524 5125
5.000; 0.000; 0.000, 5.000; 5.000; 5.000;
Submit

Reported Time Status || Summary || Leave / Compensatory Time || Exceptions | Payabie Time

Reported Time Status Personaize | Find |21 1100710
Date Reported Status. Total TRC Description Comments.
- OSMG2016  Submitied 5000615 Overiime @ 1.5¢ @
=
@ Links © 9¥| losmgnote  submitted 0000615 Overtime @ 1.5 ®
< Time and Labor Processing 05192016 Submitted 5000615 Overlime @ 1.5 S
& Approve Payable Tme .
o Eveentons 05232016 Submitted 5000615 Overtime @ 1.5¢ [»}
& Timesheet 0572472016 Submitted 5000615 Overtime @ 1.5x O
©  External Links 057252016 Submitted 5000615 Overtime @ 1.5¢ ®
S UOIAHRS Leaming
D Lot HRS Pay Schedule DE/262016  Submitied 5000615 Overime @ 1.5¢ s}
§ Stats and Winter Closure 057712016 Submitied 5000615 Overtime @ 1.5 Q
05302016 Submitied 5000615 Overime @ 1.5¢ @
05312016 Submitted 5000615 Overtime @ 1.5¢ =]

Retum to Select Employee
Retum to Payable Time

16. Once the correction has been made Click the Submit button.
| Submit |

Favorites~ | Main Menu~ > Manager Self Service = > Time Management ~ > Time and Labor WorkCenter > Approve Time by Group

UNIVERSITY OF Home | Worklist | AddioFavorites | Sign out

ALBERTA Human Capital Management

Saved ‘

Wi
Time and Labor WorkCenter & « New Window | j
Timesheet L
Main || Reporis/Processes Submit Confirmation
ik My Work S av
o Approvals ¥ The Submitwas successil,

I

Fending Fayable Time (1) Time for the Time Period of 2016-05-16 10 2016-05-31 is submitied
@ Alerts e
o Baiances et

17. A message will appear confirming your submission was successful.

Click the OK button.

18. The changes you made will not require further approval. These hours are ready for
the Time Administration process to evaluate and send to payroll for processing.
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19. Congratulations! You have completed the training on Modifying an Employee
Timesheet.

End of Procedure.

Overriding Chartfields

If an Employee's work is funded from a different project and not directly from their
default Job record, then Chartfield (Combination Code) overrides are required. The
chartfield should be provided by the Employee's Supervisor/Manager.

In this topic you will learn how to override chartfields.

= . _ _
— To Begin the Online Tutorial:

iy
e Click the M button located in the top left of the screen and follow the

instructions provided.

Procedure

Navigation Path: Main Menu > Self Service > Time Reporting > Report Time > Timesheet

1. Once you have navigated to the Timesheet Summary page, search for the
employee requiring the chartfield override.
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Favorites - | MainMenu~ > Manager Self Service ~ » Time Management = > Report Time = » Timesheet

UNIVERSITY OF Home | Workist | AddtoFavorites | Sign out

ALBERTA Human Capital Management

New Window | Help | &
Report Time
Timesheet Summary

Employee Selection

Employee Selection Criteria Gel Employees
Selection on Selection Criterion Value
Clear Criteria
Employee ID @
Save Criteria
Empl Record a
Last Name @
First Name a
Job Code @
Job Description a
Department @
Supervisor ID Y
Reports To Position Number @
Workgroup Q
Change View
R —
Date|06292016 |5 7 Previous Week Next Week
Employees For Quixiq Yinnu, Totals From 06/27/2016 - 07/03/2016 Personalize | Find | Tof1
Time Summary || Demographics
Hous -
Empl Last Reported Hours fo be i Denied Hourly
Reony First Name Name  Employee D Job Titie o e Exception Apsp‘:::;‘:dr e = Reports To
Last
0 Name 0.000000 0.000000 0.000000 0.000000

Approve Reported Time
Manager Seff Service

Time Management

2. For example purposes, enter "1278998" into the Employee ID field.

3. Click the Get Employees button.
| Get Employees I

4. The employee record(s) associated with the searched employee will be listed in the
Time Summary tab.

To view the details of the employee's timesheet, Click the Last Name of Employee
link.

5. Find the transaction requiring the override and go to the Combination Code column.
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Favorites = | MainMenu~ » Manager Self Service ~ » Time Management = > Report Time = > Timesheet
Home Worklist Add fo Favorites. Sign out

UNIVERSITY OF

ALBERTA Human Capital Management

| New Window | Help | 5

krainia Employee ID 1278998
Empl Record 1

Earliest Change Date  06/08/2016

Previous Week  Next Week

Total Time Reporting Code Type Override Rate Business Unit Combination Code ChartFields

16.000 | 022 - Regular Hours (Auxiliary) v Hours UOFAB |@, @, ChartFields [+ =

ue. Wed
21 6122

Personalize | Find | B 12012

Comments
iliary) 8]
iliary) @]

6. If you know the Combination Code you can enter it directly into the field.

For example purposes enter "000001724" into the Combination Code field.

7. Note: Changing the Combination Code will only apply to the row you change it for
and not the entire timesheet.

8. To save the change, Click the Submit button.
| Submit |

9. Click the OK button.

Favorites~ | MainMenu~ > Manager Self Service = » Time Management ~ > Report Time ~ » Timesheet
Home | Worist | AddioFavorites | Sign out
UNIVERSITY OF
ALBERTA Human Capital Management

| New Window | Help | 5

krainia Employee ID 1278988
Empl Record 1
Eariiest Change Date 06/08/2016

Previous Week  Next Week

~ P Total Time Reporting Code Type Override Rate Business Unit Combination Code ChartFields
16000022 - Reguiar Hours (Audiay) | Hours. UOFAB |@, @, CharFields [ =
Personalize | Find |20 | 12012
Comments
ary) o
iliary) (9]
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10. If you do not know the Combination Code, you can use the Speed Type to search for
the matching combo code using the Chartfields link.

Click the Chartfield link.

11.  Within the Chartfield Detail page you can search by speed type.

C|ICk the Speed Types option.

Favorites- | MainMenu~ > Manager Self Service ~ 5 Time Management - > Report Time - > Timesheet

UMIVERSITY OF Home | Workist | AddtoFavortes | Sign out

ALBERTA Human Capital Management
New Window | Help | Personalize Page | &5

ChartField Detail

Search Options

Combination Code @, -
N O Combination Codes
(® Speed Types Search
ChartField Detail
Account Fund Code Department Program Code Class Field Project/Grant Sponsor
@, @, a, Y @ a, @

Ok Cancel

12. Click the Search button.

13. Inthe Search Speed Types page, enter the Speed Type into the Speed Type
Key field.

For example purposes, enter "01338".

Favorites - | MainMenu~ > Manager Self Service ~ » Time Management ~ > Report Time ~ » Timeshest
Home | Worklist | AddioFavorites | Sign out
UNIVERSITY OF -
%ALBERTA Human Capital Management

New Window | Help | Personalize Page |

Search Speed Types

SpeedType Key 01338 x/@

Search by ChartFields

Account Q

Fund Code Q

Department Q

Program Code Q

Class Field a

Project/Grant O‘

Sponsor @,

Search Clear Cancel
ChariField Detail Personalize | Find [0 1 First (U 1071 % Last
Select  SpeedType Account Department Project/Grant Fund Code Program Code Class Field Sponsor

1

14. Click the Search button.
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15.

16.

17.

18.

19.

Favorites - | MainMenu~ > Manager Self Service ~ > Time Management - > Report Time = > Timesheet

UNIVERSITY OF Home | Workist | AddtoFavorites | Sign out

ALBERTA Human Capital Management
New Window | Help | Personalize Page | i
Search Speed Types

SpeedType Key @,
Search by ChartFields

Account, Q,
Fund Code E5039 Q,
Department ({50500 @
Program Code o o,
Class Field [g OJ
ProjectiGrant a,
Sponsor a,
g | Clear Gancel
ChartField Detail Personaize | Find |2 1B First 4 1011 ) Last
Select SpeedType ‘Account Department ProjectiGrant Fund Code Program Code Class Field Sponsor
1 [Select| 01338 150800 ) 0 0

Chartfield details matching the speed type are provided in the details area and can
be selected to populate the chartfield 'Search' parameter.

Click the Select button.

In the ChartField Detail page, the information from the Search Speed Type page is
automatically populated into their corresponding fields.

The default account code 500001 must ALWAYS be entered into the Account field.

Enter the default account code "500001" into the Account field.

By using the default account code 500001, the system will automatically assign the
correct account code based on the parameters setup behind the scenes.

Favortes-  Main Menu~ > Manager Self Senvice ~ > Time Management - > Report Time ~ > Timesheet

UNIVERSITY OF Home | Wordist = AddfoFavortes  Sign out

E RTA Human Capital Management
New Window | Help | Personaiize Page |

ChartField Detail

Combination Code
Combination Codes
® Speed Types. Search
hartfie
Account Fund Code Department Program Code Class Field ProjectiGrant Sponsor
0007 15080 0
Ok Cancel

Click the Ok button.
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20. The Combination Code that matched the speed type will automatically populate into
the Combination Code field.

Favorites- | MainMenu~ > Manager Self Service ~ 5 Time Management - > Report Time - > Timesheet

(E5) UNIVERSITY OF Home | Workist | AddtoFavortes | Sign out
i

ALBERTA Human Capital Management

| New Window | Help | &

Timesheet
Depariment.  ART Cdn Institute for Ukrainia Employee ID 1278998
Department ID: 150135 Empl Record 1
Reports to. Unne Ligevkmoxvme Earliest Change Date  06/08/2016
Actions ~
Select Another Timesheet
ViewBy[Wek V] Previous Week  NextWeek

*Date 0871612016 | %
Reported Hours 16.000

From Thursday 06/16/2016 to Wednesday 06/22/2016 (2
Thy sat

Fi St M T Wed - -
&3 o~ ot o= = o= a Total Time Reporting Code Type Ovenride Rate B
5,000 5000 16,000 022 - Regular Hours (Auxiiary) > Hours U
Submit

Reported Time Status || Summary || Leave / Compensatory Time || Exceptions || Payable Time
Reported Time Status Personalize | Find |2 |E 12012
Date Reported Status Total TRC Description Commen s
06/16/2016  Submitted 8.000022 Regular Hours (Auxilary o
06/172016  Submitted 8.000022 Regular Hours (Auxilary) o

Retun to Select Employee
Manager Seff Service

Time Management

21. To save the changes, Click the Submit button.
| Submit |

22. Click the OK button.
[ OKTH

23. Don't forget to add a Comment to the line that you changed the chartfield on. The
comments are used for audit trail purposes and should be added whenever a
change is made.

Refer to the topic "Adding Comments to Time Entered" for further details.

3 PEOPLESOFT Pa e 39
= © HCM J



Training Guide
Payable Time Management

UNIVERSITY OF

57 ALBERTA

Favorites = | MainMenu~ » Manager Self Service ~ » Time Management = » Report Time = > Timesheet

(E] UNIVERSITY OF

@ ALBERTA

Timesheet

Reports fo:

Actions
Select Another Timesheet

B I —

*Date 0871612016 | %

Reported Hours 16.000

From Thursday 06/16/2016 to Wednesday 06/22/2016 (2

Human Capital Management

Deparment:  ART Cdn Institute for Ukrainia
Department I

Unne Ligevkmoxvme:

Thu
616

Submit

Reported Time Status

06/16/2016  Submitted

06/17/2016  Submitted

Return fo Select Employee
Manager Self Service

Time Management

8000 8000

Reported Time Status | Summary

Date Reported Status

Leave / Compensatory Time

Total TRC

8000022
8.000022

Home Worklist

Employee ID 1278398

150135 Empl Record 1

Earliest Change Date 06/08/2016

Previous Week  Next Week

Mon Tue Wed

w20 o= &5 Total Time Reporting Code Type

16.000( 022 - Regular Hours (Auxiliary) v Hours

Payable Time
Personaiize | Find |20 [ 12012
Description Comments
Regular Hours (Auxilary) o
Regular Hours (Auiliary) (@]

Add fo Favorites Sign out

| New Window | Help | &

Qverride Rate B

24.  Once you have saved and submitted the changes you can return to the Employee

Search page.

Click the Return to Select Employee link.

25.  Congratulations! You have completed the training on how to override chartfields.

End of Procedure.
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Overriding the Hourly Rate

Rate overrides should rarely be used. The hourly rate can only be overridden by a
Supervisor, Timekeeper or Human Resource Services. If an employee is to be working
on a different project, which is for an ongoing basis at a different rate of pay that does
not match the rate currently in the system, then a concurrent job should be created and
all time should be processed through that record rather than overriding the Hourly Rate
every time.

In this topic you will learn how to override the hourly rate on a timesheet.

on the proper grade and step based on the work they are performing instead of

‘ Under the NASA collective agreements all Support employees must be placed
continually overriding the Hourly Rate.

O, . . .
= To Begin the Online Tutorial:

e Click the M button located in the top left of the screen and follow the

instructions provided.

Procedure
Navigation Path: Main Menu > Manager Self Service > Time Management > Report Time >

Timesheet

1. Click the Main Menu button.

2. Click the Manager Self Service menu.
[ /3 Manager Self Service vl
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3. Click the Time Management menu.
[ 3 Time Management v|

4. Click the Report Time menu.
| &3 Report Time v|

5. Click the Timesheet menu.
[ (] Timesheet |

Favorites - | MainMenu~ > Manager Self Service ~ > Time Management = > Report Time = > Timesheet

UNIVERSITY OF m LT . Home | Workist | AddtoFavorites | Sign out
ALBERTA uman Capi lanagement

New Window | Help | FE
Report Time
Timesheet Summary

Employee Selection
Criteria

Employee Selex Get Employees

Selection

Selection Criterion Value

Clear Criteria
Employee ID

Save Criteria
Empl Record
Last Name
First Name
Job Code

Job Description
Department
Supervisor ID

Reports To Position Number

;O ..O ;O ..O ..O .O ..O .O ..O .O

Workgroup

Change View
*View By | Week v
Date 061292016 B Previous Week Next Week

Employees For Qwixig Yinnu, Totals From 06/27/2016 - 07/03/2016 Personalize | Find | 1011
Time Summary || Demographics
Hours ;
EmDl ot Name Last  eloyee D |Job Title Reported| Hourstobe g, o, Approved or Denied  Hourly Reports To
Record Name Hours  Approved = Hours  Rate

Last

0 Name 0000000  0.000000 0.000000  0.000000

Approve Reported Time
Manager Seff Service

Time Management

6. Enter the Employee Id into the Employee ID field.

For example purposes, enter "1278998".

7. Click the Get Employees button.
| Get Employees I

8. Click the Last Name of Employee.

9. Navigate to the timesheet where the rate needs to be Overridden by using either the
Date field or the Previous/Next Week links.
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10.

11.

12.

Favorites ~ Main Menu -

(O] UNIVERSITY OF

ALBERTA

Timesheet

Actions =
Select Another Timesheet

I —)

B %

*Date [06/08/2016

From Wednesday 06/08/2016 to Tuesday 06/14/2016 (2

Wed Thu Fri Sat
618 69 610 611
8.000 8.000
Submit
Reported Time Status || Summary || Leave / Compensatory Time

Reported Time Status

Date Reported Status Total TRC
06/09/2016  Submitted 8.000022
06/10/2016  Submitted 8.000022
06/13/2016  Submitted 8.000022
06/1472016  Submitted 8.000022

Return to Select Employes
Manager Seff Service

Time Management

Depariment.

Department D:

Reports to:

Human Capital Management

Reported Hours 32.000

> Manager Self Service = » Time Management ~ > Report Time = » Timesheet

Home | Worklst
ART Gan Institte for Ukrainia Employes D 1278998
150135 Empl Record 1
Unne Ligevkmoxvme Earliest Ghange Date 06/09/2016
Previous Week  Next Week
E " T
&= i 45 TotalTime Reporting Code Tvwe
2000 8000 32000022 Reguiar Hours (Auxiiary) Hours
Exceptions || Payable Tme
Personaize | Find T40f4
Deseription Comments

Regular Hours {Auxiliary)
Reguiar Hours (Auxiliary)
Regular Hours {Auxiliary)

Regular Hours (Auxiliary)

0000

Add to Favorites | Sign out

| New Window | Help |

Override Rate Busin

UOF)

Enter the new rate in Override Rate field.

For example purposes, enter "25.00".

Note: when you override the rate, it will only apply to the row you change it for and

not the entire timesheet.

Favorites = Main Menu -

(G UNIVERSITY OF

ALBERTA

Timesheet

Actions +
Select Another Timesheet

I ——)

*Date 0610812016 |5 P

From Wednesday 06/08/2016 to Tuesday 06/14/2016 (2

Wed Thu Fri sat
618 619 6110 6111
3.000 8.000
Submit
Reported Time Status | Summary | Leave/Compensatory Time

Reported Time Status

Date Reported Status Total TRC
06/09/2016  Submitted 8.000022
06/10/2016  Submitted 8.000022
06/13/2016  Submitted 8.000022
06/1472016  Submitted 8.000022

Return fo Select Employee
Manager Self Service

Time Management

Department

Department ID:

Reports to:

Human Capital Management

Reported Hours 32.000

> Manager Sef Service = » Time Management ~ » Report Time = » Timeshest

Home Worklist
ART Gan Institute for Urainia Employee 1D 1278398
150135 Empl Record 1
Unne Ligevkmoxume Earliest Change Date 06/08/2016
Previous Week  NextWeek
5 " T
& i &4 Total Time Reporting Code Tywe
5000 8000 32000022 Reguiar Hours (Auxiiary) Hours
Exceptions || Payable Time
Personaize | Find | 1404
Description Comments

Reguiar Hours (Auxiliary)
Regular Hours (Auxiliary)
Regular Hours (Auxiliary)

Regular Hours (Auxiliary)

0000

Add toFavorites | Sign out

| New Window | Help |

Override Rate Busin

25.00%| [UOF)

Click the Submit button.
| Submit |
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13. Click the OK button.

14.  Congratulations! You have completed the training on overriding the hourly rate.

End of Procedure.

Pushing Back Payable Time

In this topic you will learn how to push back payable time to the employee for
correction.

-_*-'ITo Begin the Online Tutorial:

e Click the W button located in the top left of the screen and follow the

instructions provided.

Procedure

Navigation Path: Sign In to PeopleSoft HCM

1. The most efficient way to review payable time pending your approval is to navigate
to the Time and Labor WorkCenter.

2. And the quickest path to the Time and Labor WorkCenter is through your Manager
Dashboard.

Click the Time and Labor WorkCenter link.

3. Click the Pending Payable Time link.

4. A list of your employee's time transactions requiring your approval will be displayed.

Pa e 44 PEOPLESOFT
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Favorites «

UNIVERSITY OF

@ ALBERTA

Human Capital Management

< Approvals
£ Pending Payable Time (1)

= Alerts
2 Balances

Time and Labor WorkCenter o «
Approve Time || Report Time || View Time
Main Reports/Processes
288 My Work S av

Employee Selection
Change Time in View
Start Date =

Employees For Jonoege Jixiviugwi (7
Time Summary | Demographics

Select  LastName

] Last Name

0}
Select All - Deselect Al

Approve Deny

First Name

Main Menu~ > Manager Self Service ~ > Time Management ~ > Time and Labor WorkCanter 5 Approve Time by Group

Approve Payable Time | Manage Exceptions | Review and Manage Alerts

End Date 0512212016 |5 o,

Em

Push Back

Home | Workist | AddtoFavortes | Sign out

New Window | Help | &

Personaiize | Find | View Al |&0  First ¥ 10f1 ) Last

Empl
ployee ID Resong Job Title Total Payable Hours

0 0.000000

5. To view the details of an employee's time

Click the Last Name link.

6. Select the row(s) that require correction by the employee.

Click the Select option.

7. All transactions being sent back to the employee for correction should include an
explanation indicating why the row requires revision.

8. To add a comment, scroll to the far right of the screen and
Click the Comments graphic.

(2

9. In the Comments page, scroll to the far right of the screen to view the Comment

field.

Click the Comment pane.

10.

Enter an explanation into the Comment field.

For example purposes, enter "Please adjust time for this day. You were out of

the office."

4- HCM
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Favorites~ | MainMenu~ » Manager Self Service = » Time Management = > Time and Labor WorkCenler > Approve Time by Group

UNIVERSITY oF . Home | Workist | AddioFavorites | Sign out
%ALBERTA Human Capital Management

W
Time and Labor WorkCenter &  « New Window | Help | Personalize Page | =1

Main Reports/Processes Comments
3 My Work S v Buqge Kitfoit Employee 1D 0006450
= Approvals Purchasing Team Lead Employment Record 0

5 Pending Payable Time (1) Actions ~
Note
< Alerts
o Baances Comment history cannot be altered or removed. Once you select OK to leave the page or select Apply for one or more entered comment, you

will not be able to alter or remove those comments [ater.

Comments related to fime entered for 05/19/2016 personaze | Find | view Al &0 B First @ 1011 2 Last

User ID DateTime Created  Source Comment

Adjusted Time
061062016 2:20PM  Time Reporting

Add Comment

0K Cancel Apply

@ Links T lov

< Time and Labor Processing
& Approve Payable Time
7 Exceptions
@ Timesnest

= External Links
S UofAHRS Leaming
£ UofA HRS Pay Schedule
& Stats and Winter Closure

11. To save the comment Click the OK button.
oK

12.  You will be returned to the Approve Payable Time page.
Ensure the row(s) you want to push back to the employee are selected.

Click the Select option.

Favorites~ | MainMenu~ > Manager Self Service = 5> Time Management ~ > Time and Labor WorkCenter > Approve Time by Group

(5] UNIVERSITY OF Home | Worist | AddtoFavortes | Sign out

3 ALBERTA Human Capital Management

| New Window | Help | 5

Time and Labor WorkCenter 0 «
Main || ReporisiProcesses Approve Payable Time
2k My Work S av Employee ID
o Approvals Employment Record 0
5 Pending Payable Time (1) Actons =
Start Date
@ Alerts End Date 06/05/2016
o Balances
Approval Details (7
Overview || Time Reporting Elements || Task Reporting Elements
Time
Selecta  Date Reporting  TRC Descr Status Quantity Type ﬁ:“t‘"“' Combing
Code
O osH72016 615 Overtime @ 1.5¢ Needs Approval 5000 Hours
O  osnsmote 615 Overtime @ 1.5¢ Needs Approval 5000 Hours
05312016 615 Overtime @ 1.5¢ Needs Approval 5.000 Hours
O  oszomot6 615 Overtime @ 1.5 Needs Approval 5.000 Hours
O  os3016 615 Overtime @ 1.5 Needs Approval 5.000 Hours
O 05262016 615 Cvertime @ 1.5¢ Needs Approval 5.000 Hours
O  osnoz016 615 Overtime @ 1.5¢ Needs Approval 5.000 Hours
% Links S (ov] selctal Deselect Al
© Time and Labor Processing Approve Deny Push Back
& Approve Payable Tme
& Exceptions Return to Approval Summary
D Timesheet

w External Links
S UofAHRS Leaming
£ UofA HRS Pay Schedule
f  Stats and Winter Closure
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13. Click the Push Back button.
| Push Back |

Message

Are you sure you want fo push back the time selected to the originator? (13504,10158)

‘Select Yes to confirm and complete the transaction, No to return to the page without updating the status.

14. A message will appear asking you to verify that you want to push back the selected
transactions.

Click the Yes button.

UNIVERSITY OF

Home | Workiist | AddtoFavorites | Sign out
ALBERT A Human Capital Management
Time and Labor WorkCenter 0 « Newwimuw“-‘ p—
Main | Reports/Processes Save Confi .
268 My Work o
< Approvals v The Save was successful.
&1 Pending Payable Time (1)
v s
&1 Balances

15.  Another message will appear confirming your save was successful.

CI|ck the OK button.
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16. Note: The employee will be notified that the time has been pushed back, and they
will need to correct or modify the time.

Any changes the employee makes will then be resubmitted for approval.

17.  Congratulations! You have completed the training on Pushing Back Payable Time.

End of Procedure.

Understanding Payable Time Offsetting Entries

When viewing the details of an employee's Payable Time, you may see rows with a
negative entry. These are called offsetting entries and will appear when an approved
transaction row is corrected, changed, or updated.

The negative line zero’s out the original line and a new positive line is entered. This is
all done automatically by the system.

A negative row indicates that something was changed on the original line such as the
TRC, override rate, combo code, or quantity.

These lines need to be approved by the Time Approver to ensure that all payable time
rows are balanced.

In this topic you will learn about Payable Time Offsetting Entries.

‘ Most but not all negative entries will be offsets (e.g. Leave without pay is
entered as a negative transaction)

- . . .
— To Begin the Online Tutorial:

o Click the
instructions provided.

button located in the top left of the screen and follow the
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Procedure

Navigation Path: Main Menu > Manager Self Service > Time Management > View Time >
Payable Time Detail

1. Click the Main Menu button.
Main Menu ..

2. Click the Manager Self Service menu.
[ /3 Manager Self Service v

3. Click the Time Management menu.
[ 3 Time Management v|

4. Click the View Time menu.
g View Time 3
5. The following will provide an example of how to identify offsetting entries.

Click the Payable Time Detail menu.
d Payable Time Detail

Favorites~ | MainMenu~ > Manager Self Service ~ » Time Management ~ > View Time ~ > Payable Time Detail
UNIVERSITY OF . Home | Workist | MulfChannel Console | AddtoFavorites | Sign out
RTA Human Capital Management
New Window | Help | Personalize Page | &

Payable Time Detail

Select Employee

Employee Selection
Employee Selection Critefia Get Employees
Selection Criterion Selection Criterion Value
Clear Criteria
Employee ID @
Save Criteria

Empl Record @

Last Name @

First Name @

Job Code @,

Job Description a

Department @,

Supervisor ID a

Reports To Position Number @,

Workgroup @

Employees For Untuce Qkoxlo Personalize | Find | First ‘47 1 07 1 & Last

Time Reporters | Demographics

Last Name First Name Employee ID Employment Record Job Title

Last Name 0
Manager Self Service
Time Management
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6. Enter the Employee ID into the Employee ID field.

For example purposes, enter "1308383".

7. Enter the Employee Record into the Empl Record field.

For example purposes, enter "2".

Favorites Main Menu~ > Manager Self Service ~ > Time Management - > View Time ~ > Payable Time Detail

UNIVERSITY OF Home | Workist | MuliChannel Console | AddtoFavorites | Sign out

ALBERTA Human Capital Management

New Window | Help | Personalize Page | i
Payable Time Detail
Select Employee

Employee Selection

Employee Selection Criteria G Enima
Selection Criterion $Selection Criterion Value
Clear Criteria
Employee ID 1208383 )
Save Ciiteria
Empl Record 2 x @,
Last Name a
First Name @
Job Code a
Job Description @
Department X
Supervisor ID @
Reports To Position Number X
Workaroup @
Employees For Untuce Qkoxlo Personalize | Find | First 4 1 071 ® Last
Time Reporters | Demographics
Last Name First Name Employee ID Employment Record Job Title
Last Name 0

Manager Self Service

Time Management

8. Click the Get Employees button.
| Get Employees |

9. Click the Last Name of Employee.

Last Name

Citlavug
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10.

11.

12.

13.

14.

Favorites - Main Menu~ > Manager Self Service ~ » Time Management - > View Time ~ > Payable Time Detail

UNIVERSITY OF

ALBERTA Human Capital Management

Payable Time Detail
Employes ID 1308383

Employment Record 2

Start Date 06/21/2016 E
End Date [06727/2016 |[ Chacse

3 date (Alt+5)

There is no time returmed for the selected date range. (06/21/2016 - 06/27/2016)

Payable Status Filter

Payable Time (2
Overview | Time Reporting Elements || Task Reporting Elements || Cost and Approval

Time Reporting
Date Status Reason Code R

Quantity TRC Type
‘Approval Monitor

Retum to Select Employee

Home | Workist | MuliChannel Console | AddtoFavorites | Sign out

| New Window | Help | Personalize Page |

Select a Start Date from the calendar.

Select an End Date from the calendar.

For example purposes, select May 31.

Click the Refresh button.

In the Start Date field, Click the Calendar graphic.

For example purposes, select the May 16 date.

In the End Date field, Click the Calendar graphic.

4- HCM
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Favorites =

Main Menu~ > Manager Self Service ~ > Time Management + » View Time ~ > Payable Time Detail

UNIVERSITY OF

ALBERTA

Payable Time Detail

Payable Status Filter

Payable Time (%
Overview || Time Reporting Elements || Task Reporting Elements

Home Worklist MuitiChannel Console Add fo Favorites Sign out

Human Capital Management

Start Date [05/16/2016 [z
End Date 053172016 [[s)

| New Window | Help | Personalize Page |

Employee ID 1308383
Employment Record 2

Cost and Approval

Retum to Select Employee

Date Status Reason Code | e Reporting Quantity TRC Type
05/1612016  Approved 022 7.000 Hours
05/172016  Approved 022 7.000 Hours
05/18/2016 Approved 022 7.000 Hours
05/192016  Approved 022 7.000 Hours
0512012016 Approved 022 7.000 Hours
05232016 Approved 070 7.000 Hours
0512412016 Approved 022 7.000 Hours
0512512016 Needs Approval 022 -7.000 Hours
05252016 Approved 022 7.000 Hours
05252016 Needs Approval 824 7.000 Hours
052612016 Approved 022 7.000 Hours
0512712016 Approved 022 7.000 Hours

15. Inthis example, for the date 05/25/2016:
* 7 hours were initially entered against TRC 022 and approved (As shown in the

2nd row) then

* 7 hours were removed from TRC 022 (As shown in the 1st row) then
* 7 hours were re-entered against TRC 824 (As shown in the 3rd row)

16. Congratulations! You have completed the training on Understanding Payable Time

Offsetting Entries.

End of Procedure.
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Viewing and Managing Exception Errors as a
Timekeeper

In this topic you will learn how to troubleshoot issues and errors related to time entry.

Exception Errors are generated after reported time is submitted and either incorrect
information has been entered or the transaction does not comply with a defined rule.

There are two different types of exception errors:
e High Exception Errors

The offending time transactions must be changed/fixed to clear out the exception
in order for the employee to be paid. If these exceptions are not cleared up,

the payable time for the entire day will not be processed and the employee will not
get paid for that day or, if it is a leave entry, it will not process to reduce their
balances.

The employee, Manager, Timekeeper, and Human Resource Services can correct
the time entries that caused these exception errors; however there are a few that
the employee would not be able to correct such as an incorrect rate override.

As a Timekeeper you can choose to advise the employees of any corrections
required to fix high exception errors or you can make the corrections on their
behalf.

For example:

You see exception error: TLX01540 — More than 24 hours reported

Occurs when total hours for a day are entered in excess of the daily
maximum. The Employee, Timekeeper or Time Approver can make the
changes to correct this specific exception.

« Low Exception Errors

These errors do not impact payable time and the employee will still get paid. Low
Exception Errors represent warnings that can be allowed.

Only Managers, Timekeepers, and Central HR can allow these on the exception
page. If the warning is not allowed then anyone can correct the time entries that
caused the exception error.

For example:

You see exception error: UAEX _03G — Casual lliness >3 days
(General lliness)
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This error requires a Doctor's note. The Time Approver can override
and approve the transaction once receipt of a Doctor's note has been
confirmed.

Since Exception Errors can impact an employee's pay, it is highly
recommended that all exceptions be reviewed and cleared prior to approving
time and labor transactions.

Below is a list of the most common Exception Errors that may occur.

For a complete list of Exception Errors refer to the reference document 'Time and
Labor Exception Messages' stored within the Learning Reference Materials
(http://www.hrs.ualberta.ca/L earning/LearningPeopleSoft/LearningSupportMaterials)
web pge on the Human Resource Services website.

Note: Comp Time refers to an employee’s overtime bank balance

Exception | Description Issue Resolution Severity
ID
TLX00001 | Invalid Comp | Aninvalid bank time Change the H
Time transaction has been time entry to
TRC/Balance | created; entries that correct the
result in a balance situation after
higher than the reviewing the
maximum allowed, or balance
lower than minimum available.
allowed (zero).
TLX00010 | Invalid Leave | Occurs when a leave Confirm the H
Time Taken absence is taken in current

excess of their available | balance by
balance. The employee | referring to

is not enrolled in the your balance
plan or the entry on the
resulted in an invalid timesheet
balance. page, any
hours in

excess of the
balance needs
to be changed
to Vacation or
Leave Without
Pay.

If it is believed
that there is an
error with the

Pa e 54 PEOPLESOFT
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Exception | Description Issue Resolution Severity
ID
bank time
balance,
contact your
Supervisor to
investigate.
UAEX 03G | Casual lll >3 | Occurs when Employee to L (allowable)
Days Employees eligible for change time to
(General IlI) Gl have entered more Gl code and
than 3 consecutive days | resubmit. (this
of Casual lllness will trigger Doc
note
exception)
UAEX 03D | Casual lll >3 | For employees who Doctor’s note | L (allowable)
Days (Doc have entered 3 or more | to be provided
Note) consecutive days of then
Casual lliness (not Supervisor can
eligible for Gl) allow. If no
note provided,
time needs to
be removed

* TRC — Time Reporting Code is the code used when entering earnings or leave time.

= . . .
=5 To Begin the Online Tutorial:

e Click the
instructions provided.

button located in the top left of the screen and follow the

Procedure

Navigation Path: Main Menu > Manager Self Service > Time Management > Time & Labor

WorkCenter

1. Click the Main Menu button.
Main Menu ..

e- HCM
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2.

6.

Click the Manager Self Service menu.
[ /3 Manager Self Service v

Click the Time Management menu.
[ &3 Time Management v|

Click the Time and Labor WorkCenter menu.
| ] Time and Labor WorkCenter I

8 Steps for Clearing Exception Errors

Navigate to Time & Labor WorkCenter

Step 1. Click on Exceptions Tab

Step 2. Click on Employee Section Tab

Step 3. Click on Get Employees

Step 4. Click on Details Tab

Step 5. Scroll to Explanation and Click and Click Return
Step 6. Correct as per Explantion

Step 7. Enter Comments of what action was taken

Step 8. Click SAVE

Favorites Main Menu~ > Manager Self Service ~ > Time Management ~ > Time and Labor WorkCenter > Timesheet

UNIVERSITY OF Home | Worist | AddioFavorites | Sign out
Human Capital Management

P ALBERTA P o

Time and Labor WorkCenter & « New Window | Help | B

Manage Time (Admin) || View Time (Admin]
Main Reports/Processes

Employee Selection

Change View
ey
Date [11/0872016 B Previous Week Next Week

Employees For Axeqv Zewkiogi Keatiig, Totals From 11/07/2016 - 11/132016
Time Summary || Demographics

Hours
Empl Last  Employee ID Reported  Hours to be 3 Denied  Hou
Recorg 1St Name Name o L2 Hours  Approved  CreePion A"S"‘:;:f‘:‘; Hours R4
Last
0 Name 0000000 0.000000 0000000 0000000

Click the Exceptions link.
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10.

11.

12.

13.

Favorites - | MainMenu~ > Manager Self Service ~ » Time Management ~ > Time and Labor WorkCenter > Manage Group Exceptions

(E7) UNIVERSITY OF Home | Workist | AddtoFavortes | Sign out

ALBERTA Human Capital Management

v Win elp | Personaliz =
Time and Labor WorkCenter @ « New Window | Help | Personalize Page | [

Manage Time {Admin) || View Time (Admin]
Main Reports/Processes

3 My Work TR Timesheet | Exceptions

Employee Selection

Filtering Options

Exceptions (2 Personaize | Find | View All | 7}
Overview | Details || Demographics
Allow  Last Name First Name Empl D Rt Job Title Exception 1D Description D4

[} 0

Allow Exceptions (7

Save

Click the Expand section button.

Click the Get Employees button.
| Get Employees I

The Exceptions page provides a list of time entry transactions that have exceptions
that need to be resolved or allowed.

Once the Time Administration process has run (noon and nightly), a review of any
Exception Errors that may have been generated is required.

Click the Details tab.

The Details tab provides additional information on the Exception (e.g. Source, Last
Updated, etc).

Click the Explanation link under the Details tab.

The Exception Explained page provides a detailed description of the Exception
Error.

Correct the error as per the Description.
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Favorites= | MainMenu~ > Manager Self Service ~ » Time Management ~ > Time and Labor WorkCenter  » Manage Group Exceplions

UNIVERSITY OF Home Worklist Add fo Favorites Sign out

ALBERTA Human Capital Management

New Window | Help | Personalize Page
Time and Labor WorkCenter & « | Hein | ge |

Exception Explained
Main || Reports/Processes
48 My Work S e~/ Exceptiond
TLX01540
Description
More than 24 hours reported
The combined number of hours reported for a single date exceeds 24. Review and
correct the reported as necessary.

Refumn

14.  Click the Return button to go back to the Exceptions page.
Return

15.  Once the error has been corrected, you can add comments under the Details tab,
describing the action taken.

Favorites= | MainMenu~ > Manager Self Service ~ » Time Management ~ > Approve Time and Exceplions ~ » Exceplions

(=) UNIVERSITY OF Home | Workist | AddtoFavorites | Sign out

@ ALBERTA Human Capital Management

New Window | Help | Personalize Page | &
~

Exceptions
Employee Selection
Employee Selection Criteria Gel Employees
Selection Criterion Selection Criterion Value
Clear Criteria
Employee ID @
Save Criteria
Empl Record a
Last Name @
First Name a
Job Code @
Job Description a
Department @
Supervisor ID Y
Reports To Position Number @
Workgroup Q

Filtering Options

Exceptions (7

Overview || Details || Demographics

Empl

Allow Last Name First Name Empl ID Record Job Title Exception ID Source Last Updated Exception
Bipetu Ave 0186190 0ESL Instructor UAEX_001 Time Administration E;{;??j:ﬁ% Overrige

Bipetfu e 0186190 OESL Instructor UAEX_D01 Time Administration Ezgg’gs;‘?ﬂ Override F

Bipetfu e 0186190 0ESL Instructor UAEX_001 Time Administration %ggﬁs;‘fﬂ Override F

Bipetfu Ave 0186190 OESL Instructor UAEX_001 Time Administration Elgggsm Override F

Bipetfu Ave 0186190 0ESL Instructor UAEX_001 Time Administration E;/Agjgg:,z Override F

O  Bogam Meanivwi 0008205 0:Support Clerk UAEX_D04 Tinme Administration 553’2;*‘%5;’ General I
O  Bogam Meaniwwi 0008205 0:Support Clerk UAEX_D04 Time Administration g‘ia’gfﬁg‘; General Il

16. Click the Demographics tab.

Demographics

17. The Demographics tab provides information regarding the Employee's Job Code,
Reports To, Department, etc.
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18.

19.

20.

21.

Note: Low severity exceptions are more of a warning providing you a heads up. The
Allow option will be active. Once you have met the exception requirements check off
the Allow option and when you click save, the exception will disappear.

High Severity Exceptions require further action with the time entry transaction before
it will be available for approval. The Allow option will be greyed out.

Clearing of all exceptions is important; however High Exceptions must be cleared in
order for any time entered for that day to be available for approval and be
processed.

To allow a Low Exception,
Click the "Allow" checkbox beside the Low Exception you would like to allow.

Favorites= | MainMenu~ > Manager Self Service ~ » Time Management ~ > Approve Time and Exceplions ~ » Exceplions
S R a oY man Capta Hanagerment Home | Workist | AddfoFavortes | Sign out
% ALBERTA
Filtering Uptions
Exceptions (2 Personalize | Find | View 100 || B First® 15001268 * Last
Overview | Details || Demographics
Allow  Last Name First Name Empl D RmP! Job Title Exception 1D Description Date Severity
e e oI T FRSTRSTE ORI o
A
O cemtnn Qketug 0006126 0 WCB Claims Administrator UAEX_03G ﬁ’]““a 1>3Days (Gen 41042016 Low
O  Cefmtin Qketug 0006126 0WCB Claims Administrator UAEX_036 ﬁ‘]‘m W1>30ays @en oamspni Low
O  Cefmtin Qketug 0006126 0WCB Claims Administrator UAEX_03G ﬁ‘]““a 1= 3Days (e 01062016 Low
[0 Ccefmtnn Qketuq 0006126 0 WCB Claims Administrator UAEX_03G ﬁ’?s“a I>3Days (Gen oy 717016 Low
O cemtnn Qketuq 0006126 0 WCB Claims Administrator UAEX_03G ﬁ?s“a >3 Days (Gen o, ngot6 Low
O cemtnn Qketug 0006126 0 WCB Claims Administrator UAEX_03G ‘%’]““a 1>3Days (Gen 011016 Low
O  Cefmtin Qketug 0006126 0WCB Claims Administrator UAEX_03G ‘i‘]‘m W1>30ay @ 55015 Low
O  Cefmtin Qketug 0006126 0WCB Claims Administrator UAEX_03G ﬁ‘]““ =3 Days Gen 04130016 Low
Cefmtinn Qketuq 0006126 0 WCB Claims Administrator UAEX_03G ﬁ‘)““a””hways @ L4an0t6 Low
cego Unp 0800392 01DP Instructor UAEX_001 glvs_::ﬂe Rate Not 034612016 High
cego Unp 0800392 01DP Instructor UAEX_001 glv;_::; (=T 034712016 High
cego Unp 0800382 0IDP Instructor UAEX_D01 glv;.:‘;; Rate Not 0311312016 High
Cego Unp 0800302 0IDP Instructor UAEX_D01 Slfl,’:‘e‘; [ 031912016 High
Cego Unp 0800382 01DP Instructor UAEX_001 Oyerida Rate Not 0372212016 High
v
Allow Excepions (2
Select Al Deselect Al
Save

Click the Save button.

| Save |

Congratulations! You have now completed the training on Viewing and Managing
Exceptions as a Timekeeper.

End of Procedure.
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Viewing General Inquiry Job Page

In this topic you will learn how to use the customized General Inquiry Job page to
search for and view job related information.

=

— To Begin the Online Tutorial:

e Click the W button located in the top left of the screen and follow the

instructions provided.

Procedure

Navigation Path: Main Menu > Workforce Administration > Job Information > Review Job
Information > General Inquiry Job*

1. The General Inquiry Job* view allows you to search for and view information
related to the Job that an employee has been assigned to.

You can search by Employee ID, Employee First Name, Employee Last Name or a
combination of this information.

Favorites - Main Menu~ > Workforce Administration ~ > Job Information ~ > Review Job Information ~ > General Inquiry Job*
UNIVERSITY OF Home Worklist Add to Favorites Sign out

ALBERTA Human Capital Management

New Window | Help | &

General Inquiry Job

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 W/
Name: begins with V|
Last Name: begins with ™/
Second Last Name: begins with V|
Alternate Character Name: | begins with v
Middle Name: begins with V|

[ Case Sensitive
Limit the number of results to (up to 300): |300

Search Clear |[Basic Search [ Save Search Criteria

rage o SoHcM



UNIVERSITY OF

Training Guide
{Jp ALBERTA Payable Time Management

2. In the Search Criteria section, enter the employee related information that you have,
in the appropriate fields provided.

For example purposes, enter "1523029" into the Empl ID field.
Empl ID: | begins with || |

3. Click the Search button.

Search

Favorites - Main Menu~ > Workforce W - > Job ~ > Review Job ~ > General Inquiry Job™

UNIVERSITY OF Home Worklist Add to Favorites Sign out

P ALBERTA Human Capital Management

New Window | Help | Personalize Page |
)

General Inquiry Job*

Huknit,Guniw Person ID 1523029

Multiple Jobs Find  First' 4 1-30f3'} Last

As of Date 03/09/2016

Job Information Personalize | Find | & |2 First &' 10f1 ' Last
Employee | Work Location | Job Information | [

Empl Record Pay Status Job Indicator Sequence

0 Terminated Secondary Job

As of Date 01/112016

Job Information Personalize | Find | & | £ First & 10f 1% Last
Employee | Work Location | Job Information | [

Empl Record Pay Status Job Indicator Sequence

1 Active Secondary Job

As of Date 01/11/2016

Job Information Personalize | Find | & | = First 4 10f1 ® Last
Employee | Work Location | Job Information | [
Empl Record Pay Status Job Indicator Sequence
Active Primary Job

4. The General Inquiry Job* page will appear with your search results. All Jobs
assigned to the employee, including previous jobs as well as current active jobs, will
be listed

The header area contains the Employee Name and Employee ID/Person ID.
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Favorites - Main Menu - > Workforce inistration ~ > Job ~ > Review Job tion ~ > General Inquiry Job*

UNIVERSITY OF Home Worklist Add to Favorites Sign out

o ALB ERT A Human Capital Management

New Window | Help | Personalize Page |

General Inquiry Job*
Huknit,Guniw Person ID 1523029

Multiple Jobs Find  First' ¥ 1-30f 3% JLast

As of Date 03/09/2016

Job Information Personalize | Find | £ | First 4 10f 1} Last
Employee | Work Location =
Empl Record Pay Status Job Indicator Sequence
] Terminated Secondary Job
As of Date 01/1172016
Job Information Personalize | Find | & | £ First'®' 1 0of 1 Last
Employee | Work Location | Job Information | [P

Empl Record Pay Status Seq
1 Active 0
As of Date 01/11/2016
Job Information Personalize | Find | & | £ First' ¥’ 10f 1% Last
Employee | Work Location | Job Information | [
Empl Record Pay Status Job Indicator Sequence

Active Primary Job

5. The Multiple Jobs section provides the details of each job that the employee has
been assigned to and is listed by effective date.

In the top right of this section you can find the total number of assigned job records.
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Favorites ~ Main Menu~ > Workforce i - > Job ~ > Review Job ~ > General Inquiry Job*

UNIVERSITY OF Home Worklist Add to Favorites Sign out

75 ALBERTA Human Capital Management

New Window | Help | Personalize Page |

General Inquiry Job*

Huknit,Guniw Person ID 1523029

Find  First'* 1-30f3'% Last

P Fi First &' 1 0f 1} Last
ob Informat L
us Job Indicat Sequ
0 T ated ond: Job
As of Date 01/11/2016
Job Information Personalize | Find | &% | £ First &/ 1 of 1% Last
Employee | Work Location | Job Information | [F5
Empl Record Pay Status Job Indicator Sequence
1 Active Secondary Job
As of Date 01/1112016
Job Information Personalize | Find | &% | £ First &/ 1 0f 1% Last
Employee | WorkLocation | Job Information | [F5
Empl Record Pay Status Job Indicator Sequence

Active Primary Job

6. The As of Date provided before each subsection indicates the effective date of the
current row of the employee's job record.

7. In the example provided the employee has 3 Job Records that have been assigned
to them.

The first record is effective September 03, 2016 and the other two records are
effective as of November 01, 2016.

NOTE: The format of the date is dependent on how your desktop computer is set up,
so the date on your computer may be in a different format than the example
provided.

’! HCM Page 63



UNIVERSITY OF

Training_Guide SEFEY ALBERTA

Payable Time Management

Favorites ~ Main Menu~ > Workforce inistration ~ > Job ion ~ > Review Job ion ~ > General Inquiry Job*

UNIVERSITY OF Home Worklist Add to Favorites Sign out

ALBERTA Human Capital Management

New Window | Help | Personalize Page | [T

General Inquiry Job*
Huknit, Guniw Person ID 1523029

Multiple Jobs Find  First'¥ 130f3'% Last

As of Date 03/09/2016

Job Information Personalize | Find | £ | First © 10f 1} Last
Employee = Work Location | Job Information = JIFT7H

Empl Record Pay Status Job Indicator Sequence

0 Terminated Secondary Job 0

As of Date 01/112016

Job Information Personalize | Find | & | £ First' &' 10f 1} Last
Employee | Work Location | Job Information | [P

Empl Record Pay Status Job Indicator Sequence

1 Active Secondary Job 0

As of Date 01/112016

Job Information Personalize | Find | & | 55 First' ®' 10f 1'% Last
Employee | Work Location | Job Information | [F)

Empl Record Pay Status Job Indicator Sequence

2 Active Primary Job 0

8. Each Job Record is a subsection within this page and has an Employee tab, a Work
Location tab and a Job Information tab providing further details.
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Favorites ~ Main Menu~ > Workforce i - > Job ~ > Review Job ~ > General Inquiry Job*

UNIVERSITY OF Home Worklist Add to Favorites Sign out

D ALBERTA Human Capital Management

New Window | Help | Personalize Page |

General Inquiry Job*

Huknit,Guniw Person ID 1523029

Multiple Jobs Find First'4 1-30f 3% Last

Personalize | Find | &2 |2 First 4 10f1'} Last
t Job Informat L
ndicator Seq
ondary Job
Asof Date 01/11/2016
Job Information Personalize | Find | &% | £ First 4/ 1 of 1 Last
Employee ork Location Job Information | [F
Empl Record Pay Status Job Indicator Sequence
1 { y Job
As of Date 01/11/2016
Job Information Personalize | Find | & | £ First &/ 10f 1% Last
Employee | Work Location | Job Information | [F)
Empl Record Pay Status Seq

9. The Employee tab provides information related to the status of the employee and job
record.

Empl Record (Employee Record Number) Field [ 1 ]
A system generated number used to identify concurrent jobs (multiple appointments)
for an employee.

Pay Status Field [ 2 ]
Provides the payroll status of the employee for that employee record number.

Job Indicator Field [ 3]
Identifies if the Job record is the primary or secondary. The primary job determines
the primary pay group and benefit deductions, if applicable.

Sequence Field [ 4]
Identifies the current job row when there is overlapping of dates for job information.

When more than one job record exists for the same date, the highest sequence
number identifies the current job row.
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Record as the Pay Status is 'Terminated'.

In the example provided, the employee is no longer actively working in the first Job

However, the 'Active’ Pay Status in the following two Job Records indicates that the
employee is employed and may be paid for work done on these jobs.

11.
subsection.

Click the Work Location tab.

Work Location

The last Job Record on this page is used to illustrate the other two tabs within each

Favorites ~

UNIVERSITY OF

ALBERTA

Main Menu~ > Workforce

= > Job

~ > Review Job

Human Capital Management

General Inquiry Job*

~ > General Inquiry Job*

Huknit,Guniw Person ID 1523029
Multiple Jobs Find  First' & 1-30f3 '} Last
As of Date 03/09/2016
Job Information Personalize | Find | & | = First &' 10f1 % Last
Employee | Work Location | Job Information | [P
Empl Record Pay Status Job Indicator Sequence
0 Teminated Secondary Job
As ofDate 01/112016
Job Information Personalize | Find | & | = First &' 10f1 % Last
Employee | Work Location | Job Information | [P
Empl Record Pay Status Job Indicator Sequence
1 Active econdary Job
As of Date 01/112016
Job on Personalize | Find | | B8 First ¢/ 10112
Work Location || Job Information
Dept 1D Department Location L it
100300 ALES AFNS General AGFO3 Agriculure Forest
4 5 6 7

Home Waorklist

New Window

Last

AddtoFavorites  Sign out

| Help | Personalize Page |

~
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12. The Work Location tab provides information related to the department the employee
has been assigned to.

Empl Record (Employee Record Number) Field [ 1]
A system generated number used to identify concurrent jobs (multiple appointments)
for an employee.

Position Number Field [ 2]
Unigue number used to identify a position on campus.

Company Field [ 3]
Always set to UOA = University of Alberta

Dept ID (Department ID) [ 4 ]
Provides the Department ID the employee's job belongs to.

Department Field [ 5]
Provides the description of the Department ID

Location Number Filed [ 6 ]
Provides the system code linked to the department location.

Location Description [ 7]
Provides the description of the location of the employee's department.

13. Inthe example provided, the last job record is indicates that the employee belongs to
department 100300 which is the General ALES AFNS department located in the
Agriculture Forestry building.

14. Click the Job Information tab.
Job Information
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Favorites ~ Main Menu~ > Warkforce - > Job ~ > Review Job

- > General Inquiry Job*

UNIVERSITY OF Home

% ALBERTA

Human Capital Management
New Window

General Inquiry Job*

Huknit, Guniw Person

First & 10f 1} Last

Worklist | Add to Favorites

| Help

sign out

| Personaize Page |
~

15. The Job Information tab provides information related to the Job the employee is
assigned to.
Empl Record (Employee Record Number) Field [ 1 ]
A system generated number used to identify concurrent jobs (multiple appointments)
for an employee.
Business Unit Field [ 2 ]
Always set to UOFAB = University of Alberta.
Job Code Field [ 3]
Identifies the job classification group that the job belongs to.
Job Title Field [ 4]
Provides a description of the job code associated with the employee.
Empl Class (Employee Class) Field [ 5]
Provides the category code that the employee has been assigned to.
Full/Part Time Field [ 6 ]
Identifies if the employee has been hired as full time or part time employment.
Union Code Field [ 7]
Identifies the association with which the employee is affiliated
Bargaining Unit Field [ 8 ]
Identifies the association with which the employee is affiliated
Page 68
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16.

17.

18.

19.

To view all the columns described under each tab at once, Click the Show all
columns button.

Once you are done viewing the employee's job information you can return to the
main search area.

Click the Return to Search button.

You can continue to search for another employee's job information by clearing the
existing search criteria fields and entering the employee's information into the fields
provided.

NOTE: You can only view one employee at a time.

Congratulations! You have completed the training on how to use the General Inquiry
Job query.

End of Procedure.
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Cross-referencing Speed Type to Combination Code

With the upgrade to PeopleSoft HCM 9.2, the usage of Speed Types (commonly known
as Speed Codes at U of A) has become obsolete within PeopleSoft HCM. Instead,
Combination Codes (Combo Code)s are used.

In this topic you will learn how to search for the matching combination code for an old
speed type.

This is a two step process.
Step 1: Find the Corresponding Chartfield String of a Speed Type

Step 2: Use the Chartfield String information to find the Combination Code

=) . . .
== To Begin the Online Tutorial:

e Click the W button located in the top left of the screen and follow the

instructions provided.

Procedure
Navigation Path: Main Menu > Set Up HCM > Common Definitions > ChartField
Configuration > ChartField Speedtypes

1. Click the Main Menu button.

2. Click the Set Up HCM menu.
| 3 SetlUp HCM r-l

3. Click the Common Definitions menu.

| m3 _ Common Definitions o]
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4. Click the ChartField Configuration menu.
| 5 ChartFisld Configuration r|

5. Click the ChartField Speedtypes menu.
| [ ChartField Speediypes |

Favorites~ | Main Menu~ > SetUp HCM - 5 Common Definitions - » ChartField Configuration - 5 ChartField Speedtypes

(T3] UNIVERSITY OF

% ALBERTA Human Capital Management

Home  Workiist | AddioFavorites | Sign out

New Window | Help | ]
ChartField Speedtypes
Enter any information you have and click Search. Leave fiekds blank for a list of al vaiues.
Find an Existing Value

Search Criteria

SetID: begins with ¥
SpeedType Key: begins with V||
User ID: begins with ™
Primary Permission List:[begins with v/

Limit the number of results to (up to 300): [300

Searsh || Glear [gesic Seach [ Save Search Grferia

6. In the SpeedType Key field, enter "06912".
SpeedType Key: | begins with ||

7. Click the Search button.
Search

8. The ChartField Detail will be provided.

Favorites~ | MainMenu~ > SetUp HCM ~ > Common Definitions = » ChartField Configuration = > ChartField Speediypes

UNIVERSITY OF

o ALBERTA Human Capital Management

Home Worklist Add to Favorites Sign out
New Window | Help | Personaiize Page |
SpeedTypes
SetID UOFAB
SpeedType Key 06912 MSS General Operating

Type of SpeedType Universal (All Operators)

ChartField Detail

Account
Fund Code : 210
Department : 360500
Program Code : 0
Class Field : 0

Project/Grant :

Sponsor :

[G Return to Search
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9. Write down the provided information including those fields with a zero value entered.
You will need to enter this same information in the next search page.

Within the breadcrumb on the page, Click the ChartField Configuration link.

10. Click the ChartField Transaction Table list item.

| |Z] cChartField Transaction Table |

11. Enter all information you recorded earlier into the corresponding fields.

Note: Leave fields blank to view ALL values of that field.

Favorites. Main Menu ~ > Set Up HCM ~ > Common Definitions ~ » ChartField Configuration ~ » ChartField Transaction Table

URISERSTreIor Home  Workist | AddioFavorites | Sign out

& ALBERTA Human Capital Management
New Window | Help | ]
ChartField Transaction Table
ion you have and click Search. Leave fields blank for a list of al values
Find an Existing Value

Search Criteria

Combination Code
Description:
Search Additional C hartfield:

~

O correctHistory [ Case
Limit the number of results to {up to 300): 300

Search Clear Basic Search [ Save Search Criteria

12. In the Account field ALWAYS enter the default account number "500001".

Account: |hegirs with v|l| |

13. PeopleSoft uses the default account number 500001 as a trigger to assign the
appropriate payroll account based on the following criteria:

* Employee Type

* Employee Class

* Regular/Temporary
» Pay Group

* Salary Plan

Therefore ALWAYS enter 500001 in the account field when using search
parameters.
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14.

Department: | begins with I

15.

Fund Code: | begins with ]

16. Inthe Program Code field enter "0".

Program Code: |hegin5 with \-"'||]

17. In the Class Field field enter "0".

Class Field: | begins with ||

In the Department field, enter the Department Number you recorded e.g. "360500".

In the Fund Code field enter the Fund Code you recorded e.g. "210".

Favorites ~ Main Menu~ > Set Up HCM ~ » Common Definitions - » ChartField Configuration ~ » ChartField Transaction Table
URIUER e TIIor " . " Home  Workist | AddioFavorites | Sign out
uman Capital Management
i ALBERTA " 9
New Window | Help |
ChartField Transaction Table
Enter any information you have and click Search. Leave fields blenk for a listof al values.
Find an Existing Value
Search Criteria
Combination Code: begins wih v
Description: begins with v
Search Additional Chartfields:[= v | v
Account: begins with ] 500001
Department: begins with |[360500
Project/Grant: begins with v
Fund Code: begins with [ 210
Program Code: begins with V[0
Class Field: begins with V|0 X
[ camrect History [ Case Sensitive
Limit the number of results to {up to 200). [300
Search Clear Basic Search [ Save Search Criteria
Search
Favorites - Main Menu~ > SetUpHCM ~ , Common Definitions ~ , ChartField Configuration ~ » ChartField Speedtypes > ChartField Transaction Table
VRIVEReITYIor Home  Workist | AddioFavorites | Sign out

Human Capital Management

ALBERTA

ChartField Transaction Table

Combination Code 000008971

Combination Code Detan

*Description |User Account 000008871

Short Desc 000006971 [ pirect Charge Prorate Liability Indicator

ChartField Deai

Account : 500001

Fund Code : 210

Department : 360500

Program Code : 0

Class Field : 0

Project/Grant :

sponser :

Encumbrance Account 500001 Pre-Encumbrance Account 500001
Funding Source Information

[) Save | [@* Retumto Search | [=] Notify ¥) [ ComectHistory

New Window | Help | Personalize Page |

a HCM
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19. The Combination Code is provided at the top of the page.

20. Click the Return to Search button.
|, i Return to Search |

21. You may continue to enter other search criteria to find other combo codes as
required.

22.  Congratulations! You have completed the training on how to Cross-reference a
Speed Type to a Combo Code.

End of Procedure.

Understanding the View GL Funding Page

The GL Funding page can be used for multiple purposes including:
« Viewing details of where employee costs are being charged
e Troubleshooting suspense account and distribution issues
« Determining if job changes are required

In this topic you will review the GL Funding page and the information it provides.

-_“-'ITo Begin the Online Tutorial:

e Click the M button located in the top left of the screen and follow the

instructions provided.

Pa e 74 PEOPLESOFT
g 4- HCM



UNIVERSITY OF

D ALBERTA Training Guide

Payable Time Management

Procedure

Navigation Path: Main Menu > Payroll for North America > Payroll Distribution >
Commitment Accounting CAN > View GL Funding Page

In addition to this Navigation Path, a Quick Link on the Manager Dashboard has been added

for convenience and quick access purposes.

1. Click the Main Menu link.
Main Menu .

2. Click the Payroll for North America menu.
| 5 Payroll for North America rl

3. Click the Payroll Distribution menu.
| 73  Payroll Distribution v|

4. Click the Commitment Accounting CAN menu.
| 3 Commitment Accounting CAN rl

5.  Click the View GL Funding* menu.
| =] View GL Funding® I

6. When you open the GL Funding Page, create a 'Favourite' for easy navigation if the
quick link is not under your Quick Links pagelet of your Manager Dashboard.

7. There are several ways to retrieve the information you require.
One way is to enter the Department ID of the Department you would like to review.

All employees and positions attached to that Department ID will be returned in the
search.

8. Note: It is suggested to always enter search criteria. Never run a search with
blank fields.
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ALBERTA

GL Funding Search/inquiry Page

*Set ID|UOFAB

x

Department 100300

Description

Empl ID

@

e

@

As of Date 05/25/2016 B
!

Employee Record @,
e

Name
Search Clear

1 | Select

Budget Level Indicator[ /]

Position Pool ID @,

Select  Deparment Description DrdgetLevel Postio

Human Capital Management

Position Number
Combination Code
GL Department
Project/Grant,
Fund Code
Program Code
Class Field

Sponsor:

Pos HD

PO R R VIR R YR YR )

amer  EmpIID o

Empl
ord

Main Menu~ > Payroll for North America ~ > Payroll Distribution ~ > Commitment Accounting CAN - 5 View GL Funding*

Combination
Code

Home | Workist | AddtoFavortes | Sign out

New Window | Help | Personalize Page | [

Personaize | Find | View Al | 22

vt Fund [Program |l

L Department £12% Code  Code Field

5

9. Once you have entered the search criteria, Click the Search button.

Search

10. The GL Funding Search/Inquiry page allows you to see everyone in the
department and includes the details of where the employee's costs are being
charged.

11. You can use the information provided to determine if something requires correction
or updating.

12. Keep in mind, inactive values will not be shown.

13.  The details can be sorted by clicking on the column header.

For example, if you are looking for all chartfield strings with the same Combination
Code, click on Combination Code column header and the rows will sort, in
numerical order, by Combo Code.

14. The Budget Level Indicator will display the level the Department Budget Table has
grouped employees with the same Combination Code.

The details can be sorted by Budget Level Indicator.
For example purposes, click the field 'Budget Level Indicator' and it will sort all
employees by the 4 budget levels.
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Favorites - ‘ Main Menu~ > Payroll for North America ~ » Payroll Distribution =~ > Commitment Accounting CAN ~ » View GL Funding*
Home | Workist | AddtoFavories | Sign out
() UNIVERSITY OF §
ALBERTA Human Capital Management
New Window | Help | Personalize Page | &
GL Funding Search/inquiry Page
*SetID UOFAB @ Position Number @,
Department 100300 a Combination Code a
Description ALES AFNS General @ GL Department @,
As of Date 057252016 5 Project/Grant @,
Empl ID @ Fund Code @,
Employee Record @ Program Code a
Name @ Class Field @,
Budget Level Indicator Sponsor &
Position Pool 1D Q
Clear
Pgrsonalize | Fin
Select  [Department Description Dudgct Level [Position, | Position Position Descr Nme  Empiip EMEl - Combinalion g pepartment Project Grant und |Prog
1 [select| 100300 ALES AFNS General  Position 00017049 Assistant Professor 000022060 100300 210 10A
Tech, Meat
2 [select| 100200 ALES AFNS General Postion 00016972 2 000086250 100300 RES0026302 50 0
Microbiology
3 ALES AFNS General Position oootgses  rolect Manager Dairy 000037085 100300 6099001460 50 0
Genoics
4 [select] 100300 ALES AFNS General Position vontegse  FYORct Manager Swine 000083632 100300 RES0027276 50 0
5 [ Select| 100300 ALES AFNS General Postion 00016781 Research Assistant 000087171 100300 RES0024373 50 0
6 [select| 100200 ALES AFNS General Postion 00016723 Research Associate 000085668 100300 RES0021432 50 0
7 [ select| 100300 ALES AFNS General  Postion 00016708 Research Associate 000088806 100300 RES00274% 530 0
8 [select| 100300 ALES AFNS General Position 00016664 E:ig:?”” 000088921 100300 RES0027734 3 0
9 [ Select| 100200 ALES AFNS General Position 00016857 HNRU Coordinator 000004372 100323 20 0
10 [Select| 100300 ALES AFNS General Posiion 00016608 Research Assistant 000086250 100300 RES0022738 50 0

15. Click the Select button.

Select

16. To view all employees in that Budget Level and Combo Code, click on the SELECT
button.

In this example, there is only one employee with the unigue Combination Code of
000088250 at the Position Level.

Favortes - | MainMenu~ > Payrol for North America ~ > Payroll Distrbutien ~ > Commilment Accounting CAN ~ > View GL Funding®

(5] UNIVERSITY OF Home Worklist Add fo Favorites Sign out

ALBERTA Human Capital Management

New Window | Help | Personalize Page | &

Position Level

Department 100300  Description ALES AFNS General

Position Number 00016372 Tech, Meat Microbiology
Personalize | Find | View Al 17 [ B First ™0 1 01 1% Last
EAMINGS  Description e T oy GL Department Project/Grant Fund Code Program Code Class Field Sponsor
1 100.000 000088250 100300 RES0026392 530 0 0 MULTI
Employees with Position Level Funding Personalize | Find | View Al |0 B First (4 1012 Last
Employee Name Employee ID Employee Record
1 Mewtofm Tetg 0360578 0

Retum to Search
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17.

18.

19.

20.

21.

This page also includes the chartfiled string which is the details of where the
employee's costs are being charged.

To exit this page Click the Return to Search button.
| Return to Search |

Favorites - Main Menu~ > Payroll for North America ~ » Payroll Distribution ~ > Commitment Accounting CAN ~ > View GL Funding*
UNIVERSITY OF _ Home | Workist | AddioFavortes | Sign out
ALBERTA Human Capital Management
New Window | Help | Personalize Page |
Position Number Y
Combination Code @
GL Department Y
| Project/Grant; @
Fund Code Y
Program Code @
Class Field Y
Sponsor @,
Personalize | Find | View 100 || B First @ 11001243 % Las
dget Level Position Po: Empl Combination _ Fund Program  Class
] =0l =g Position Descr Name EmplD o0 Code GL Department Project Grant e B =
opointmnt ECiwi Misiiqa C 0002252 0 000049680 720350 100 81800 0
ppointmnt E::x“qq PWad Fozus 457949 ¢ 000000626 100300 WDD0DO00S4 [ 0 0 MULTI
Ippointmnt Momiero Firospi.Caaad 1784 g 000060610 100302 210 10CCD O
Dagoso
ooointmnt CaeqoHuhmoqao Gux 0305615 0 000011707 100223 20 000X 0
ooointmnt Huwas Pisdi Natmui 0330455 0 000095412 100300 RES0028202 50 0 0 SFR1231
ppointmnt Biwysow,Puind Dois 0366365 1 000092159 100300 RES0021348 55 0 0 MULTI
ppointmnt Biwysow,Puind Dois 0366365 1 000092538 100300 RES0021439 50 0 0 MULTI
opointmnt Biwysow,Puind Dois 0366365 1 000004403 100300 RES0027087 50 0 0 MULTI
ooointmnt Biwysow,Puind Dois 0366365 1 000094708 100200 RES0027056 50 0 0 MULTI
ooointmnt Biwysow Puind Dois 0366365 3 000064100 100300 RES0017057 535 0EBE O SFR1830

To export the information from the page to an Excel spreadsheet Click the
Download button.

=

There are several ways to narrow the search information. The Budget Level
Indicator is one of those ways.

For example purposes, Click the Department list item.
Department

Click the Search button.
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22. Click the Select button.

23.  This page reveals the Combination Code for the employees listed below and the
Chartfield string the Combination Code represents.

This page also shows the percentage of distribution, which in this case is 100%
distributed to Combination Code '000097277".

24.  This example shows 57 employees listed at the Department Budget Level who all
share the same Combination Code.

To see all 57 records, click the View All option.

Favorites ~ Main Menu~ > Payroll for North America ~ > Payroll Distribution ~ > Commitment Accounting CAN ~ > View GL Funding*
e _ Home | Workist | AcdtoFavores | Sign out
ALBERTA Human Capital Management
New Window | Help | Personalize Page | [
Department Level
Department 100300 ALES AFNS General
Personaiize | Find | View Al & | First ¥ 1011 Last
S Desor  poento Combination | Department ProjectiGrant Fund Code Program Code  Class Field  Sponsor
1 100.000 000087277 100300 210 0 0
Employees with Depariment Level Funding Personaiize | Find | view All |2 B First @ 1100157 2 Last
Employee Name Employee ID Employee Record
1Bivpuag Luipe 1524184 0
2 QpowkGukq 1524027 0
3 HijuMals 1523644 0
4 Nyooqo,Hunmioq Ogocisiow 1450333 0
5 Xingdgo Xirowas 1376876 0
6 Weyoie, Dois 1366773 0
7 Rugqust Wosnirus 1366771 0
8lqgim Oris 1282428 0
9 Costo,Fiymowuso Oss 1266370 1
10.Oupos.Dej HhGois 1230741 0
Retun to Search

25. To exit this page, Click the Return to Search button.

Return to Seanch

26. Congratulations! You have completed the review of the View GL Funding page.

End of Procedure.
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Time Entry - Common Issues and
Additional Information

The following is a list of some of the common Time Entry issues:

e Approver cannot approve a transaction

e Unable to Enter Time

o Partially Disabled (Grayed out) timesheet
e Invalid Values (red field)

The following is a list of some additional Information related to Time Entry:

Prior Year Leave

TRC 660 - Banked Time Premium
Override Rates

Delegation Administration

Details and resolutions can be found in the 'Time Entry - Common Issues and
Additional Information' reference document within the Learning Reference Material
(http://www.hrs.ualberta.ca/L earning/LearningPeopleSoft/LearningSupportMaterials)
web page on the Human Resource Services website.

rage SoHcM


http://www.hrs.ualberta.ca/Learning/LearningPeopleSoft/LearningSupportMaterials

UNIVERSITY OF

D ALBERTA Training Guide

Payable Time Management

Departmental Suspense Notification

Every night during payroll processing, an e-mail may be generated and sent to
Department Managers. This e-mail identifies problem transactions that will be posted to
the departmental suspense account (Account 500001, Fund 210), if not corrected prior
to being sent to the General Ledger.

Departments will have about 9 days to correct semi-monthly transactions and about
2-3 days to correct monthly transactions.

=

To Begin the Online Tutorial:

e Click the button located in the top left of the screen and follow the
instructions provided.

Procedure

Navigation Path: Open University Email account.

UNIvERSITY OF n 0 '
& ALBERTA e
Mail - €] More = g
» Unread 1-50 0f many =
Inbox (960) ~ Everything else 1390739 =
Starred
A= Payroll Outstanding Suspense Transaction(s) for department 140500, BUS Strategic Mgmt &0rganizati - Attn Pivkih Wuge  12:25.am
Sent Mail
Drefts (3) me A delegation request from Hai Wuagj has been submitted for review and acceptance - Hai Wuaj or an adminisirator Jul 13
~ Ben (3%) me A delegation request from Jonoege Jixiviugwi has been submitted for review and acceptance - Jonoeqe Jixviugwi or W7
Email Hire
Payroll Outstanding Suspense Transaction(s) for department 140760, BUS Executive Education(EE) - Attn. ZKiovwiavia Fie Jin28
Email Termination a.
HR (6) dwalker2 Important Benefit Plan Information when Leaving the University of Alberta - Dear Lofuni, As you prepare to leave yo Jun 8
Other
dwalker2 Important Benefit Plan Information when Leaving the University of Alberta - Dear Quirkeqoi, As you prepare to leavt Jun g
Payilnt (119)
< TL(23) dwalker2 Important Benefit Plan Information when Leaving the University of Alberta - Dear Bexog, As you prepare (o leave yo Jng
TL-Samples (5
amples (5) me A delegation request from Jonoeqe Jixiviugwi has been subrmitted for review and acceptance - Jonoeqe Jiiviuqni or Jun 9
More v
dwalker2 Important Time Sensitive Information Regarding Your Benefit Enfitlements - Dear Mefkune, Welcome to the Univers Jun3
s a
dwalker2 Important Time Sensitive Information Regarding Your Benefit Enfitlements - Dear GeBieq, Welcome o the Universi Jun2
dwalker2 Important Time Sensitive Information Regarding Your Benefit Entitisments - Dear Jo, Welcome to the University of un2
dwalker2 Important Benefit Plan Information when Leaving the University of Alberta - Dear Weqpogj, As you prepare to leave aun 1
Payroll Outstanding Suspense Transaction(s) for department 230100, MED Pharmacology - Atin- Feppuiag Gepiv P This er May 31
Payroll Outstanding Suspense Transactions) for department 260300, MED Cell Biology - Atin Pefkadogymo Pofkelg U Thi May 31
Payroll Outstanding Suspense Transaction(s) for department 140500, BUS Strategic Mgmt &Organizati - Attn. Pivkin, Wuge May 31
me A delegation request from Quirkeqoi Kekuxnof has been submilied for review and acceptance - Qrirkeqol Kekuxnof May 24
No recent chats
Start anew ene Payroll-TimeApprovals Outstanding Time Approval Transaction(s) - From: Time and Labor Date:MAY/16/2016 Subject: Outstanding Time A May 18
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1. The departmental suspense e-mail naotification initiates the correction process.

This notification e-mail is sent to the Department Manager and copied to those that
support the redistribution process when a transaction is going to go into suspense.

Click the Outstanding Suspense Transaction e-mail link.

2. The e-mail Subject Line includes the Department ID and Department description that
the transaction(s) applies to.

3. This notification provides a summary of the transactions in question, such as the
number of transactions requiring your attention.

4. The Total Monetary Value of the transaction(s) is also provided and is separated out
by Earnings, Deductions, and Taxes.

5. A link to the PeopleSoft Suspense Distribution page is provided at the end of the
email notification called 'Review Suspense Distribution'.

Click the Review Suspense Distribution link.

6. When you click on the link it will take you to the Review Suspense Distribution
search screen.

Select UOA for the Company and enter the Department ID from the e-mail
notification.

Click the Search link.

Search

7. A list of transactions that require your attention will be returned in the search. Select
the transaction that corresponds to the e-mail notification to view the details of the
transaction.

Click the Pay Period link.

8. The details provided within the Distribution section identifies two things.
* Original Combo Code which identifies the original chartfield string that was
entered
» Suspense Combo Code which identifies where the transaction will be coded if
nothing is done to fix the original coding.
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9. The Description field identifies what the Error is as well as the source of the
transaction.

10. In the event you have difficulty meeting the correction timelines before the General
Ledger runs, it is important to identify the issues and submit the corrections before
the next pay cycle.

11. Congratulations! You have completed training on the Departmental Suspense
Notification process.

End of Procedure.

3 PEOPLESOFT Pa e 83
= © HCM J



UNIVERSITY OF

Training Guide SEFEY ALBERTA

Payable Time Management

Payable Time Approval

Overview

This section will provide an understanding of time approval and the actions involved in
approving, modifying, and pushing back payable time requests.

transfer), must have all time for their direct reports entered, processed and
approved BEFORE their last day worked.

‘ It is imperative that a manager leaving a department (either resignation or

(either resignation or transfer). The employee must have all hours worked
in their department, entered and approved BEFORE their last day worked.

’ The same applies for a manager's direct reports leaving their department

Objectives

Upon completion of this section you will have a general understanding of:

« Time Approval Process

e Time and Labor WorkCenter for Approvers

« How to Approve Payable Time Requests

o How to Correct/Modify an Employee Time Sheet
e How to Push Back Payable Time Requests

o Payable Time Offsetting Entries

« How to View and Manage Exception Errors

Related Reference Material

All related reference material is stored on the Learning Reference Materials
(http://www.hrs.ualberta.ca/Learning/LearningPeopleSoft/LearningSupportMaterials) we
b page within the Human Resource Services website.

Reference Material may include Training Guides, Quick Reference Guides, and Other
Documentation.
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Time & Labor Life Cycle

Pushback

Employee

= - Time
Tlme&Entry Administration Error

. Process : Exception: Payable Time .
(System Validation) (Payable Time)

Payroll

Approver Processing

Actions
Submission

(Reported Time)

Payroll
Processing

Approve md

(Payable Time)

Time Approval

Time Approval enables University of Alberta departments and faculties to approve
payable time entered on-line in PeopleSoft HCM. Supervisor approval is required for
payable time entered by employees, not reported time. As shown in the Time and Labor
Life Cycle chart, payable time is created once the Time Administration process runs.
This batch process runs automatically every day at noon and in the evening. During this
process, the system searches for an active approver using reporting relationships based
on the 'Reports To' position or Supervisor ID first, and then if not found the Department
Manager. The initial validation of the hours submitted is done when the employee clicks
the submit button on their time sheet. The second evaluation of the hours is done during
the Time Administration process.

Any time entered using manager self-service (by timekeepers, Human Resource
Services, or managers) on behalf of an employee is considered pre-approved time. No
additional approval is required.

All rows where Time Administration cannot determine who made the change will result
in offsets which require approval. There may be situations where the only transaction
requiring approval will be offsets, both when an employee deletes an approved
transaction and when the programming cannot properly determine that a manager
added/changed/removed the row.

PEOPLESOFT Page 85
«- HCM g



UNIVERSITY OF

Training Guide SEFEY ALBERTA

Payable Time Management

Time Approval Process

It is the Supervisors responsibility to approve time for their direct reports in a timely
manner. Approval cut-off times for each semi-monthly pay period will be published in
the Pay Processing Calendar on the HRS website.

The Time Approval Process is a Three Step Process:

1. Check for Exceptions
2. Review Payable Time
3. Approval Action ( Approve, Pushback, or Modify)

Once the system identifies an approver for a transaction, the time is routed to the
approver for action.

Approval Actions

Time Approval is required for payable time entered by employees, not reported time. It
is the Supervisors responsibility to approve time for their direct reports in a timely
manner. The approver has multiple action options depending on the situation.

Approve the time request.

e This action is used when the submitted time transactions have been reviewed
and no further changes or exception errors need to be resolved.

e The system will update the workflow transaction and properties of the Payable
Time Transaction

Deny the time request. DO NOT USE

e The system terminates the approval process. The originator of the time request
(employee) receives a notification indicating that the time request has been
denied. The transaction will not be processed by payroll; and must be deleted or
updated by the employee. Denied transactions will never be removed or paid,
and that same time reporting code/quantity will never be processed or paid on
that date.

Push Back the time request
e This action is used when changes to the submitted time transactions require

changes or further information.

« The originator (employee) of the time request receives a notification indicating
that the time request requires their attention. The transaction will not be
processed by payroll; and must be updated by the employee.
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Modify the employee’s time sheet.

e The approver may correct or modify a time entry, and the employee will be
notified that this has occurred.

o Changes made by the approver do not require further approval. Once these
changes have been submitted the time transactions will be processed by payroll.

Assigning Approvers

A custom workflow based on Human Resource information is used to assign the
appropriate approver for an employee's payable time.

The system searches for a reporting relationship based on the 'Reports To' position first,
and then for Supervisor ID, if neither is found then the information in the Manager
ID/Manager Position on the Department page is used. Any transaction that cannot be
routed to a position will be sent to the Workflow administrator(s).

Supervisor D,ep‘a riment -
Manager Found

ID

Approval Notification Process

A custom Approval Notification Process, manually run by Human Resource Services,
will send an e-mail notification to all approvers when approval transactions are
outstanding and require immediate attention. It is expected that these notifications will
be sent when the approval cut-off is approaching.
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Understanding the Time and Labor WorkCenter for
Approvers

All time related activities can be accessed using the regular menu navigation but you
need to remember the specific navigation paths or add them to your favorites menu. In
order to simplify the navigation, the Time and Labor WorkCenter is available

and provides a one stop shop to access the most commonly used time related activities.

The activities provided within the Time and Labor WorkCenter include Approving,
Reporting, and Viewing time related transactions. However, the activities you will have
access to is dependant on the role you have been assigned within PeopleSoft HCM. For
example, if you are a Time Approver (i.e. have employees directly reporting to you) your
Time and Labor WorkCenter will include approving, reporting, and viewing activities.
Whereas if you are a Timekeeper or help manage employee time entries, your Time
and Labor WorkCenter is limited to reporting and viewing activities.

The reports and queries accessed via the WorkCenter only include the Time Approver
gueries, for all Timekeeper queries the Query Viewer must be used.

In this topic you will learn how to navigate and utilize the Time and Labor WorkCenter
provided to Approvers to assist in time and labor related tasks.

:JTo Begin the Online Tutorial:

e Click the
instructions provided.

button located in the top left of the screen and follow the

rage e SoHcM



UNIVERSITY OF

ALBERTA Training Guide

Payable Time Management

Procedure

Navigation Path: Sign In to PeopleSoft HCM

Favorites . [ Wain Ment —; Manager Self Service - » Manager Dashboard |+ Breadcrumb

= UNIVERSITY OF ; ottt . Home | Workist | AddtoFavorites | Sign out
] uman Capital Management
% ALBERTA ? ¢
%) Hel
Manager Dashboard @ Help
ﬁ 5 Direct Line Reports T ov @ Pending Approvals c ov
Personalize | Find [View Al TED B (0 19019k Personalize
Summary || Job Details || Contact || Time Approval Name Effective Date Approval Receipt Date

ane) kot Tide Manage Payable Time  Buage Kitfoit NIA 057202016

Biddoi Rkoltpeq Accounting Sup 10 (40)

Bicutek Yeneq Accounting Sup 10 (40) Manage Payable Time  Bugqe Kifoit NiA 0572012016

Bugae Kitfoit Purchasing Admin 10 (40) =

Fotumu Hupewva Payroll Assistant 07 (\m) Quick Links c ev

Gubfi Zkuo Accounting Assistant 03

Gueqge Qcmagnetim Accounting Sup 08 (40) HR Operational Reports*

Keto Miggt Payroll Assistant 07 x

iiage Ckobt Accounting Sup 12 (40) \@ \ortforee Adminstraton

Zketowd Finnsaoww Accounting Sup 11 (40)

=] view 6L Funding®

Dashboard - TL Disclaimer s ov Time and Labor WorkCenter
Your vacation/time balance includes all vacation/time carried forward, eamed and taken up to the
last pay period processed External Links S ov

1\ Alerts T o> ||uolAbets

Gne Card

You have no Alerts right now.
Hiring & Managing

Forms Cabinet
My Reports s ov

Contact Us
Report Report Description Folder
EMPLOYEE
ZHREOT4 ABSENCES BY General
PERICD

EMPLOYEES NE

ZHREDS3 70 DEPARTMENTS
EMPLOYEE

ZWREQT4  ABSENCESBY  General
PERIOD

ZHREDS2  POSITION DETAILS General
P

TIMESHEET

ZTLR007 GENERATION

1. The quickest path to the Time and Labor WorkCenter is through your Manager
Dashboard under the Quick Links pagelet.

Click the Time and Labor WorkCenter link.

2. The Time and Labor WorkCenter is a one stop shop for handling all time and labor
related tasks.

This page allows you to:
» Review payable time before approving,
* Review Alerts for further action for temporary employee contract end dates and
» Make corrections to payable time as needed

You also have the ability to run specific reports for Time and Labor information.

3. On the far left of the page is your Time and Labor WorkCenter navigation which
includes two main tabs: Main and Reports/Processes
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Favorites~ | MainMenu~ > Manager Self Service ~ > Time Management ~ > Time and Labor WorkCenter > Approve Time by Group

UMIVERSITY OF Home | Worklist | AddtoFaverites | Sign out

& ALBERTA Human Capital Management

Time and Labor WorkCenter & «

New Window | Help | &
Approve Time || Report Time || View Time

ain orts/Processes
ik My Work SISl A oorove Payable Time | Manage Exceptions | Review and Manage Alerts

[ Approvais Employee Selection
& Pending Payable Time (1)

o Alerts
O Balances Change Time in View
Start Date 5 End Date [06/05/2016 |5 o,
Employees For Jonoeqe Jixiviuqwi (7 Personalize | Find | view Al First @ 10112 Last
Time Summar ry | Demographics
Select  LastName First Name Employee D EMP yop Tite Total Payable Hours
O Last Name 0 0.000000

0
Select All - Deselect Al

Approve Deny Push Back

4. Within the Main tab there are two sections.
The My Work area includes links to pages you commonly use.
The Approvals section will indicate if you have pending time to approve.

The number appearing in brackets indicates how many employees have transactions
that are waiting for your approval.

5. The Links area provides you quick access to commonly used pages related to
managing payable time such as 'Timesheet'.

There are also links to other commonly used external sites and information.

6. To view the details pertaining to the pending payable time transactions,
Click the Pending Payable Time link.

7. The Approve Time page opens in the right hand pane of the WorkCenter and
defaults to the Approve Payable Time section.

8. The Approve Payable Time section lists the payable time transactions pending
waiting for your approval.
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Favorites~ | MainMenu~ > Manager Self Service = > Time Management ~ > Time and Labor WorkCenter > Approve Time by Group

UNIVERSITY OF Home | Workist = AddtoFavortes | Sign out

ALBERTA Human Capital Management

Time and Labor WorkCenter o « New Window | Help | &

Approve Time | Report Time || View Time
Main Reports/Processes

3 My Work TR ARE ~prove Payable Time | Manage Exceptions | Review and Manage Alerts

= Approvals Employee Selection
Pending Payable Time (1)
- —
s Change Time in View
s Start Date Gl End Date (0610572016 |5

Employees For Jonoeqe Jiiviugwi (2 Personaiize | Find | view Al [ First @ 1011 % Last
Time Summary || Demographics

Select  Last Name First Name EmployeetD o EPY jon Tite Total Payable Hours

 Purchasing Team

O Kioit Bugge 0006450 0\ ead

10.000

)
Select All  Deselect All

Approve Deny Push Back

9. You can also Manage Exception Errors within your WorkCenter.

Click the Manage Exceptions link.
Manage Exceptions

10.  Any payable time transactions that have exception errors will be listed on this page.

If no employees are returned after clicking on the Manager Exceptions option, there
is nothing to fix or address.

Further details pertaining to Managing Exception Errors is provided under a
separate topic of its own.

11. The Reports/Processes tab provides links to Time and Labor Queries and Reports.

12. The Queries section provides a list of queries available for you to run. When you
click on the link, a page will open in the right hand pane of the WorkCenter
prompting you to enter the search criteria as applicable.

Refer to the HCM Reporting and Queries section for details regarding the queries
listed. A separate topic is provided for each of the queries listed.

13. The Reports/Processes section provides links to the time and labor related reports
you can run.

Refer to the HCM Reporting and Queries section for details regarding these reports.
A separate topic is provided for each of the reports listed.

14. Congratulations! You have completed the training on Understanding the Time and
Labor WorkCenter.

End of Procedure.
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Approving Payable Time

In this topic you will learn how to approve payable time, which is the second step in the
Time Approval Process.

= . _ _
— To Begin the Online Tutorial:

i
e Click the W button located in the top left of the screen and follow the

instructions provided.

Procedure

Navigation Path: Main Menu > Manager Self Service > Manager Dashboard

1. The most efficient way to review payable time pending your approval is to navigate
to the Time and Labor WorkCenter.

2. The quickest path to the Time and Labor WorkCenter is through your Manager
Dashboard.

Navigate to your Manager Dashboard and under the Quick Links section
Click the Time and Labor WorkCenter link.

3. The first step when approving Payable Time is to review the Exception Errors for
all hours submitted for the pay period.

Further details pertaining to Managing Exceptions is provided under a section on its
own.
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Favorites ~ Main Menu +

Home | Worklist | AddtoFavortes | Sign out

[E) UNIVERSITY OF

@ ALBERTA

Time and Labor WorkCenter @ «

Human Capital Management
New Window | Help |

Approve Time || Report Time || View Time

Main || Reporis/Processes
48k My Work BN SARI A pprove Payable Time | Manage Exceplions | Review and Manage Alerts
v Approvals Employes Selection

£ Pending Payable Time (1
w Alerts

o Baances Change Time in View

Start Date 5] End Date [05/22/2016 |5 o,

Employees For Jonoeqe Jixivfuqwi (2 Personalize | Find | View Al I First @ 1071 ® Last

Time Summary | Demographics
Select  LastName First Name Employee ID Ri’m‘ Job Title Total Payable Hours
O Last Name 0 0.000000
)
‘SE\EE‘ All Deselect All
Approve Deny Push Back

4. To view time that requires approval, Click the Pending Payable Time link.

5. A list of your employee's time transactions will be displayed.

Favorites~ | Main Menu~ » Manager Self Service = > Time Management = » Time and Labor WorkCenter > Approve Time by Group

() UNIVERSITY OF Home | Workist | AddioFavories | Sign out
o Human Capital Management
% ALBERTA
New Window | Hel
Time and Labor WorkCenter &  « ow inow | Help |
Approve Time || Report Time || View Time
Main || Reports/Processes
3 My Work TR ARN ~prrove Payable Time | Manage Exceptions | Review and Manage Alerts
v Approvals Employee Selection
£ Pending Payable Time (1)
=
o e Change Time in View
o Baances Start Date ] End Date [06/0572016 |5 ,
Employees For Jonoege Juaviuqwi (7 Personaiize | Find | View Al IE0  First ¥ 1011 %) Last

Time Summary || Demographics
Select  Last Name First Name Employee ID Emol ;4 Tite Total Payable Hours
Record
Purchasing Team

] Kitfoit Bugge Lead 55.000|

.

Select All  Deselect All
Approve Deny Push Back

To view the details of an employee's time,
Click the Last Name link.

Last Name
Kitfoit

A detailed list of the employee’s hours by day and Time Reporting Code (TRC) will
be displayed.

Hours submitted for your approval may include comments provided by the employee
or timekeeper. The comments column can be seen by scrolling to the right.
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Favorites- | MainMenu~ > Manager Self Service ~ 5 Time Management - > Time and Labor WorkCenter > Approve Time by Group

UMIVERSITY OF Home | Workist | AddtoFavortes | Sign out

o ALBERTA Human Capital Management

Time and Labor WorkCenter & « I New indow | Help | T

Main || Reports/Processes
88 My Work & (B~ Employee ID

< Approvals Employment Record 0

& Pending Payable Time (1)
o Alerts

o Balances -
personalize | Find | View Al | [E  First @ 18018 @ Last

Quantity Type == Combination Code ChartFieids Adjust Reported Time Comments
5000 Hours ChartFields Adjust Reported Time
5000 Hours ChartFielas Adjust Reported Time
5.000 Hours ChartFields Adjust Reported Time
5000 Hours ChartFielos Adjust Reported Time
5.000 Hours ChartFields Adjust Reported Time
5000 Hours ChartFielas Adjust Reported Time
5.000 Hours ChartFields Adjust Reported Time
5000 Hours ChartFielas Adjust Reported Time

9. To view the comments, scroll to the far right of the screen and
Click the Comments option.

(2

10. Any Comments entered will appear in the comment box on the right.

You can add to the comments provided by the employee or timekeeper.

11. If no comments are entered you have the ability to enter information on their behalf.

If there are multiple transactions on a single day, the appropriate TRC and reason
for the hours submitted should be entered as comments attached to a date and not a
transaction.

For example purposes, enter the following into the Comment field. Type "TRC 615 -
OT for Project X".

Favorites~ | Main Menu~ » Manager Self Service = » Time Management ~ > Time and Labor WorkCenter > Approve Time by Group

Home Worklist Add to Favorites Sign out
UNIVERSITY OF
ALBERTA Human Capital Management

e Window | Help | Personaliz
Time and Labor WorkCenter @ « New Window | Help | Personalize Page | &

Main || Reporis/Processes Comments
2k My Work S av Employee 1D
< Approvals Employment Record 0

5 Pending Payable Time (1)

< Alerts
o maances Comment history cannot be altered of removed. Once you select OK to leave the page or select Apply for one of more entered comment, you

will not be able to alter or remove those comments later.

Comments related to time entered for 05/16/2016 Personaize | Find | View Al /E [B  First @ 1 011 @ Lagt
Include i
User ID DateTi Created  Source Approval  Comment
nmen
TRC 615 - OT for Project X|
LEVESCON 05/18/2016 1:56PM Approvals m}

Add Comment

0K Cancel Apply

12. To save any additions or changes to the Comments, Click in the OK field.
OK

Pa e 94 PEOPLESOFT
g 4- HCM



UNIVERSITY OF

D ALBERTA Training Guide

Payable Time Management

13.

14.

15.

16.

17.

18.

You will be returned to the Approve Payable Time page.

The Comments icon will have a different look. The lines indicate a comment has
been added to the Comments field.

Favorites- | MainMenu~ > Manager Self Service ~ > Time Management - > Time and Labor WorkCenter > Approve Time by Group

UMIYERSITY OF Home | Workist | AddtoFavortes | Sign out

& ALBERTA Human Capital Management

Time and Labor WorkCenter 6 « | New window | Heip | BB

Wain | ReporisiProcesses Approve Payable Time
36 My Work S ov i Employee ID 0006450
< Approvals Employment Record 0
S Pending Payable Time (1)
Start Date
v Aents End Date 061052016
o Balances

Approval Details (2

Overview | Time Reporting Elements || Task Reporting Elements.

Time

Selects  Date Reporting  TRC Descr Status Quantity Type = Combination Cod
Code

O  osnanoie 615 Overtime @ 1.5 Needs Approval 5.000 Hours
[0 016016 615 Overtime @ 1.5x Needs Aporoval 5.000 Hours
O  osn7016 615 Overtime @ 1.5 Needs Approval 5.000 Hours
[0  05n02016 615 Overtime @ 1.5x Needs Approval 5.000 Hours
O  osptote 615 Overtime @ 1.5 Needs Approval 5.000 Hours
[0 05262016 615 Overtime @ 1.5x Needs Approval 5.000 Hours
O  oserote 615 Overtime @ 1.5 Needs Approval 5.000 Hours
[0 05242016 615 Overtime @ 1.5x Needs Approval 5.000 Hours

e = [m] 051812016 615 Overtime @ 1.5x Needs Approval 5.000 Hours

inks 2 (o~

[0 05202016 615 Overtime @ 1.5x Needs Approval 5.000 Hours

< Time and Labor Processing

Approve Payabie Time I Select Al Deselect All I
n 3“%“’”7 ‘Approve Deny Push Back
imesheef
< Extemnal Links Return to Approval Summary

D UofA HRS Leaming
D UofA HRS Pay Schedule
Stats and Winter Closure

At the bottom of the grid are the Select All and the Deselect All options.

Clicking on the Select All option will mark all rows in the grid as ready to be
actioned.

Only use the Select All function if you are comfortable with the information submitted
without reviewing every submission.

It is recommended that each line be reviewed prior to approval.

The Deselect All option is used to remove the check mark from the rows you
previously selected.

To approve a specific line(s), select the row(s) you want to approve.

Click the Select option.
L]
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Favorites~ | MainMenu~ > Manager Self Service = » Time Management ~ > Time and Labor WorkCenter > Approve Time by Group
UNIVERSITY OF Home | Workist | AddtoFavories | Sign out
Human Capital Management
P ALBE RTA
New Window | Help | B
Time and Labor WorkCenter &  « ‘ [vep| =
Main || Reports/Processes APProve Payab‘e Time
46 My Work S ov Employee ID 0006450
© Approvals Employment Record 0
5 Pending Payable Time (1) Actions
Start Date
v Alers EndDate 061052016
O Balances
Approval Details (2
Overview | Time Reporting Elements || Task Reporting Elements
Time
Selecta  Dafe Reporting  TRC Descr Status Quantity Type E:i ““““ Combination Code
Code
O osp70i6 615 Overtime @ 1.5x Needs Approval 5.000 Hours
0571612016 615 Overtime @ 1.5 Needs Approval 5.000 Hours
[0 05262016 615 Overtime @ 1.5x Needs Approval 5.000 Hours
O  ospi2016 615 Overtime @ 1.5 Needs Approval 5.000 Hours
[0 05302016 615 Overtime @ 1.5x Needs Approval 5.000 Hours
O  osnen0ie 615 Overtime @ 1.5 Needs Approval 5.000 Hours
0 05172016 615 Overtime @ 1.5x Needs Approval 5.000 Hours
O  osreeoi6 615 Overtime @ 1.5 Needs Approval 5.000 Hours
[0 05232016 615 Overtime @ 1.5x Needs Approval 5,000 Hours
% Links S ov
O  osp02016 615 Overtime @ 1.5 Needs Approval 5.000 Hours
= Time and Labor Processing
D Approve Payable Time Select All Deselect All
1 Exceptions Approve Deny Push Back
D Timesneet
< Extemal Links Retun to Approval Summary
D UofA HRS Leaming
D UofA HRS Pay Schedule
P Stats and Winter Closure

19. Once you have reviewed and verified the selected time transactions, Click the
Approve button.

Approve

20.  When the Approval button is clicked, the system will validate the entries and provide
an error message if further action is required.

A reference document labelled ‘“Time Entry Validation Errors’ provides a list of
errors and corrections and is available within the Learning Reference Materials web
page on the HRS Web site.
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Message

Are you sure you want to approve the time selected? (13504,2500)
Once Approved the status cannot be reverted back.

‘Select Yes o confirm and complete the status change, No to return to the page without updating the status.

]

21. If there are no errors, a message will appear asking you to confirm your approval
request.

Click the Yes button.

AMVERSNSL man Caprat Management e —

Time and Labor WorkCenter &  « New Window ||-‘ p—

| Main || Reports/Processes | Save Confi
B My Work &)
< Approvals V The Save was successful.
& Pending Payable Time (1)
< Alerts

& Balances

22.  Another message will appear confirming your save was successful.

Click the OK button.

23.  Congratulations! You have completed the training on Approving Payable Time.

End of Procedure.
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Approving Payable Time as a Delegate

In this topic you will learn how to approve payable time on behalf of another Supervisor
or time approver.

O, . . .
— To Begin the Online Tutorial:

e Click the W button located in the top left of the screen and follow the

instructions provided.

Procedure
Navigation Path: Main Menu > Manager Self Service > Time Management > Time and Labor
WorkCenter

1. From your Home Page, Click the View Time button.

View Time

2. Delegated Approvers who do not have Direct Reports will have access to the Time
and Labor WorkCenter for the time period of the delegation request.

Click the Time and Labor WorkCenter menu.
| By Time and Labor WorkCenter |
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3. Note: Once you navigate to the Time and Labor WorkCenter, a message will appear
asking you to ‘Choose Delegate’. This message will appear whether you are an
approver yourself or not. If you do have direct reports that you approve time for, you
will perform approvals as yourself (Option 1) and then again as a delegate (Option
2).

You have 2 choices.

1. Approve payable time transactions for those that report to you. (Process my own
transaction)

2. Approve payable time as a delegate for the person listed.

Favorites - | MainMenu~ > Manager Self Service ~ > Time Management = > Time and Labor WorkCenter > Approve Time by Group

(E5) UNIVERSITY OF Home | Workist | AddtoFavortes | Sign out

ALBERTA Human Capital Management
Time and Labor WorkCenter & « | Select Role

Main || Reports/Processes Bidutek Yeneg

26# My Work S av

You have been delegated authority to process transactions for another employee(s). If you would like to process transactions for an employee other than
yourself, select that employee, otherwise select ‘Process my own ransaction’.

Choose Delegate
Name Job Titie Department Supervisor Name

@ Process my own transaction

Jonoege Jixiviugwi APOQ Finance Manager 0677 F&O Finance Bugeng Fofmib

Select this row

Continue

4. As you are approving time on behalf of another Manager or Supervisor, select the
2nd option from this example.

Select the box before the Delegator's Name item.

Favorites - | MainMenu~ > Manager Self Service ~ » Time Management = > Time and Labor WorkCenter > Approve Time by Group

UNIVERSITY OF Home Worklist Add fo Favorites Sign out

ALBERTA Human Capital Management

Time and Labor WorkCenter @ « | Select Role

Main Reports/Processes Bidutek Yeneq
£ My Work S ev

YYou have been delegated authority to process transactions for another employee(s). If you would like to process transactions for an employee other than
yourself, select that employee, otherwise select "Process my own transaction’.

Choose Delegate
Name Job Title Department Supervisor Name

O Process my own transaction

(® Jonoege Jixiviuqwi APO Finance Manager 0677 F&0 Finance Bugeng Fofmio

Continue

5. Click the Continue button.
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Favorites - | MainMenu~ > Manager Self Service ~ > Time Management = > Time and Labor WorkCenter > Approve Time by Group

(2] UNIVERSITY OF

» ALBERTA

Time and Labor WorkCenter &

Human Capital Management

«

Approve Time View Time

Approve Payable Time | Manage Exceptions | Review and Manage Alerts

Employee Selection

Expand section

Change Time in View

Report Time
Main Reports/Processes
26 My Work

34

Start Date: End Date [07/10/2016 |5 #,

Employees For Bidutek Yeneq (2 Personalize | Find | View All| &

Demographics

Time Summary

Emel yop Titie

First Name e

Select Last Name Employes ID

O 0

Last Name

0
Select Al Deselect All

Approve Deny Push Back

Ry Links ov
< Time and Labor Processing

£ Approve Payable Time

I Exceptions

8 Timesheet

< External Links
& UofA HRS Leaming
& UofA HRS Pay Schedule
D Stals and Winter Closure

Home | Workist | AddtoFavorites | Sign out

New Window | Help | &

First 4/ 1071 ® Last

Total Payable Hours

0.000000

Click the Expand section button.

]

Click the Get Employees button.

| Get Employees

Click the Select option.
[

10. Click the Last Name link.

All employees with payable time ready for approval will show on this page.

Favorites~ | MainMenu~ > Manager Self Service ~ » Time Management ~ > Time and Labor WorkCenter > Approve Time by Group
UNIVERSITY OF Home | Workist | AddioFavorites | Sign out
ALBERTA Human Capital Management
New Window | Hel
Time and Labor WorkGenter &  « [ New wingow | rep | =5
Main || ReporsiProcesses Approve Payable Time
26 My Work S ov Kitfoit Employee ID 0006450
Employment Record 0
Previous Employes Next Employee
Start Date
End Date 06/192016
Approval Details (7
Overview | Time Reporting Elements || Task Reporting Elements
[Time Business
Select  Date Reporting TRC Descr Status Quantity Type i Combination Code
Code
O  osroR0i6 855 Casual liness Leave Needs Approval 8,000 Hours
[0 06132016 800 Vacation Time Taken ~ Needs Approval 8.000 Hours
[0 061412016 665 Bank Time Taken Needs Approval 8.000 Hours
Select All Deselect Al
Approve Deny Push Batk
Return to Approval Summary
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11. Click the Select option.
[]

12.  Click the Approve button.
| Approve I

13. A message will appear asking you to verify that you want to approve the selected

transactions.

Click the Yes button.

Favorites- | MainMenu~ > Manager Self Service ~ > Time Management - > Time and Labor WorkCenter > Approve Time by Group

UNIVERSITY OF

ALBERTA

Time and Labor WorkCenter &  «

Human Capital Management

Main || Reports/Processes

Save Confirmation
468 My Work Z ev

4R e ——

Home | Workist | AddtoFavorites | Sign out

Newwmaw\»—‘ pr— ‘
ave

14.  Another message will appear confirming your SAVE was successful.

C|ICk the OK button.

UNIVERSITY OF

ALBERTA

Time and Labor WorkCenter @ «

Human Capital Management

Main Reports/Processes Apprcve Payab‘e Time
288 My Work S eov Employee ID 0006450

Employment Record 0

Start Date
End Date 06/19/2016

Return to Approval Summary

Favorites= | MainMenu~ > Manager Self Service ~ » Time Management = > Time and Labor WorkCenter > Approve Time by Group

Previous Employee Next Employee

Home | Workist | AddtoFavorites | Sign out

| New Window | Help | &

15. Click the Return to Approval Summary link.

16. Click the Select option.
L]

17. Click the Comments button.

.
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Favorites - | MainMenu~ > Manager Self Service ~ > Time Management = > Time and Labor WorkCenter > Approve Time by Group
Home Worklist Add to Favorites Sign out

UNIVERSITY OF

ALBERTA Human Capital Management

Time and Labor WorkGenter &  «
Comments

New Window | Help | Personalize Page | &

Main || ReporisiProcesses
&4 My Work T e~ Employee ID 1293778

Employment Record 0

fictions
Note
Comment history cannot be altered or removed. Once you Select OK to leave the page or select Apply for one or more entered comment, you
will not be able to alter or remove those comments later.

Comments related to time entered for 06/10/2016 Personalize | Find | View Al |2 | First (0 101+ Last
Include in
UserID DateTime Created  Source Approval  Comment
Comments
DBALAN  DG/1472016 4:25PM Approvals O
Add Comment
OK Cancel Apply

18. Click in the Comment field.

19. Enter a comment as required.

For example purposes, enter "Please correct these hours." into
the Comment field.

20. Click the button.
oK

Favorites- | MainMenu~ > Manager Self Service ~ > Time Management - > Time and Labor WorkCenter > Approve Time by Group
Home Worklist Agd to Favorites Sign out

UNIVERSITY OF )
&7 AL ERTA Human Capital Management

Time and Labor WorkCenter & « | New window | Heip | &5
Approve Payable Time

Main || Reports/Processes

48 My Work S ev Employee ID 1293778

Employment Record 0

Actions =

Start Date
End Date 061192016

Approval Details (2

Overview || Time Reporting Elements || Task Reporting Elements

Tima Business

Select  Date Reporting  TRC Descr Status Quantity Type = Combination Code
Code
06/10i2016 662 Bank Time @ 2x Needs Approval 8000 Hours
[0 0632016 665 Bank Time Taken Needs Approval 8.000 Hours
O  osrt4r0i6 800 Vacation Time Taken ~ Needs Approval 8.000 Hours
Select All Deselect All
Approve Deny Push Batk

Return to Approval Summary

21. Remember to only Pushback the incorrect hours. Not hours for the entire day.

Click the Push Back button.
| Push Back |
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22. Click the button.

Favorites- | MainMenu~ > Manager Self Service ~ > Time Management - > Time and Labor WorkCenter > Approve Time by Group
UNIVERSITY OF Home Worklist Add to Favorites Sign out

ALBERTA Human Capital Management

Time and Labor WorkCenter &« New tindow | F‘ Saved ‘
Main Reports/Processes Save Confirmation
488 My Work S ev

v The Save was successful.

23. C|ICk the OK button.

Favorites = | MainMenu~ > Manager Self Service ~ » Time Management = > Time and Labor WorkCenter > Approve Time by Group
UNIVERSITY OF Home Worklist Add fo Favorites. Sign out

ALBERTA Human Capital Management

Time and Labor WorkCenter & «

| New Window | Help | F&

Main | Reports/Processes Approve Payable Time

% My Work © (e~ Fotumu Hupewva Employes ID 1283778
Employment Record 0

Start Date
End Date 06/19/2016

Return to Approval Summary

24.  Click the Return to Approval Summary link.

Favorites~ | MainMenu~ 5 Manager Self Service ~ » Time Management - > Time and Labor WorkCenter > Approve Time by Group
UNIVERSITY OF Home Workiist Add to Favorites Sign out

< ALBERTA Human Capital Management

Time and Labor WorkCenter @  «

New Window | Help | &

Approve Time || Report Time || View Time
Main || ReportsiProcesses

28 My Work FRF SR Aovrove Payable Time | Manage Exceptions | Review and Manage Alerts
Employee Selection

No employees were retumed for the time period specified
Change Time in View
Start Date E] End Date 611372016 |[5] #,

25.  To navigate to the Main Menu

Click the Home link.

Home

26.  Congratulations! You have completed training on Approving Payable Time as a
Delegate.

End of Procedure.
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Correcting or Modifying Time Entered

Time previously entered and submitted can be modified by Employees, Timekeepers,
Supervisors and Human Resource Services. The length of time someone can go back
and change time is different for these groups.

Employees are able to modify time transactions within the past month of the current pay
period.

Timekeepers and Supervisors are able to modify time transactions, on behalf of an
Employee, within the past 4 months of the current pay period.

Human Resource Services is able to modify time transactions, on behalf of the
Employee, beyond four months of the current pay period.

In this topic you will learn how to modify time previously entered.

‘ Modifications to time entered prior to the implementation of PeopleSoft HCM
V9.2 is to be completed by Timekeepers, Supervisors, Managers, or Human
Resource Services.

-_“-JTo Begin the Online Tutorial:

I oy -
e Click the M button located in the top left of the screen and follow the

instructions provided.
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Procedure

Navigation Path: Main Menu > Manager Self Service > Time Management > Report Time >
Timesheet

1.

Navigate to the Timesheet page and select the date of the timesheet to be modified.

Favorites ~ Main Menu »

(D] UNIVERSITY OF
@ ALBERTA
Timesheet

Gkug Penrk Aqwitoge

Actions ~
Select Another Timesheet

*Date [06/162016 |5} %

Retum to Select Employee

Manager Self Service

Time Management

> Manager Self Service ~ >

Reported Hours

From Thursday 06/16/2016 to Thursday 06/30/2016 (7

Thu Sat

6116 L | 7 618

7.000 7.000
Submit

Reported Time Status || Summary
Reported Time Status
Date Reported Status Total TRC
06/16/2016  Submited 7.000800
06/17/2016  Submitted 7.000800
06/202016  Submitted 7.000800
061212016 Submitted 7.000800
06/222016  Submitted 7.000800

Time Management + >

“View By | Calendar Period hd

Sun
6019

Leave [ Compensatory Time || Except

Human Capital Management

Report Time ~

> Timesheet

Depariment:  ALES RR General

Department ID: 100400

Reporisto:  Kofkein KefHigcoi

35.000

Mon Tue
620 621
7.000

7.000

tions || Payable Time

Description

Wed
622

000K

Personalizs | Find | & | &
Com

Vacation Time Taken

Vacation Time Taken

Vacation Time Taken

Vacation Time Taken

Vacation Time Taken

Home

| News win

Employee ID 1283161
Empi Record 0

Earliest Change Date  07/01/2016

Previous Period Next Period

Thu Fri Sat Sun
6123 624 6125 6126
1-50f5

nments

O

]

]

]

]

Worklist | Add to Favorites

Sign out

dow | Help | @

Mon
6127 61

Select the hours you would like to modify and either delete the number or enter a
different number of hours.

For example purposes, delete the hours in the Wed field.

We will enter these hours on a separate row and apply them to a different TRC
(Bank Time Taken).

Note: Do not enter zero or negative values.

When you make adjustments, the Total hours will not update until the hours have

been submitted.

e- HCM
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Favortes - | MainMenu- > Manager Self Senvice ~ > Time Management - > Report Time ~ » Timesheet
UNIVERSITY OF _ Home | Workist | AddfoFavories | Sign out
5 ALBERTA Human Capital Management
| New Window | Help | &
Timesheet
Gkug Penrk Aqwitoge Depariment:  ALES RR General Employee 1D 1203161
Department ID: 100400 Empl Record 0
Reports o Kofkein KefHiacoi Earliest Change Date 07/012016
Actions
Select Another Timesheet
ViewBy[Wek V] Previous Week  Next Week
*Date 0871612016 | %
Reported Hours 35 000
From Thursday 06/16/2016 to Wednesday 06/22/2016 (2.
Hin i P e o o o Total Time Reporting Code Type Override Rate B
7.000 7.000 7.000 7.000 5000800 -Vacaton Tme Taken | Hours U
[ ul
Submit
Reported Time Status || Summary | Leave  Compensatory Time || Exceptions || Payable Time
Reported Time Status Personalize | Find | B 15015
Date Reported Status Total TRC Deseription Comments
06/16/2016  Submitted 7.000800 Vacation Time Taken o
06/172016  Submitted 7.000800 Vacation Time Taken o
0612072016 Submitted 7.000800 Vacation Time Taken o
061212016 Submitted 7.000800 Vacation Time Taken o
06122/2016  Submitted 7.000800 Vacation Time Taken o
Retur to Select Employee
Manager Sef Service
Time Management

code.

For example purposes, enter "7" into the Wed field on the next line.

Using the drop down menu of the Time Reporting Code field select the appropriate

For example purposes, select the TRC 665 - Bank Time Taken list item.

665 - Bank Time Taken |

Favortes - | MainMenu- > Manager Self Senvice ~ > Time Management - > Report Time = » Timesheet
(5] UNIVERSITY OF _ Home | Workdist | AddioFavortes | Sign out
: ALBERTA Human Capital Management
| New Window | Help | F&
Timesheet
Depariment:  ALES RR General Employes 1D 1283161
Department ID. 100400 Empl Record 0
Reports 1o Kofkein KefHigcol Eariiest Change Date 07/0122016
Actions
Select Another Timesheet
viewby[Week V] Previous Week  Next Week
*Date 0671612016 |
Reported Hours 35000
From Thursday 06/16/2016 to Wednesday 0612212016 (7
5'/'1': E;’,‘ 55”"; :J';g :1;3 ET;: 2’;‘; Total Time Reporting Code Type Override Rate B
7.000 7.000 7.000 7.000 35000[800-Vacaton Tme Taken v Hours Y
7 Vi u
Submit
Reported Time Status || Summary || Leave Compensatory Time || Exceptions || Payable Time
Reported Time Status Personalize | Find 15015
Date Reported Status Total TRC Description Comments
061162016 Submitted 7.000800 Vacation Time Taken O
061172016 Submitted 7.000800 Vatation Time Taken o]
061202016 Submitted 7.000800 Vacation Time Taken O
061212016 Submitted 7.000800 Vatation Time Taken o]
061222016 Submitted 7.000800 Vacation Time Taken O
Retum to Select Employee
Manager Self Service
Time Management
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7.

| Submit

8.

Click the OK button.

Click the Submit button.

Favorites =

UNIVERSITY OF

%ALBER

TA

Timesheet

Gkug Penrk Aqwitoge

Reported Time Status | Summary

Reported Time Status

Date Reported Status
06/16/2016  Submitted
06/17/2016  Submitted
0612072016 Submitted
06212016 Submitted
0612272016 Submitted

Return fo Select Employee

Manager Self Service

Th Fri
6016 617 6118
7.000 7.000
Submit

Leave / Compensatory Time

Total TRC
7.000 800
7.000 200
7.000 800
7.000 800
7.000 665

Human Capital Management

Depariment:  ALES RR General

PEREL Lab Cooanator persmentin 100400
Reports to; Kofkein KefHiqcoi
Actions -
Select Another Timesheet
I —

*Date[06/1612016|I5) %
Reported Hours 35,000

From Thursday 06/16/2016 to Wednesday 06/22/2016 (7
Sat

Main Menu~ > Manager Self Service ~ > Time Management - » Report Time = > Timesheet

Home

Employes ID 1293161
Empl Record 0

Earliest Change Date 06/16/2016

Previous Week Next Week

Sun Mon Tue Wed .
= = & o Total Time Reporting Code
7.000)  7.000[865 - Bank Time Taken v
7.000 7.000 25,000 800 - Vacation Time Taken v
Exceptions || Payable Time
Personaiize | Find |2 | 15015
Description Comments

Vacation Time Taken
Vacation Time Taken
Vacation Time Taken

Vacation Time Taken

Bank Time Taken

V0000

Worklist

Type
Hours.

Hours.

Add fo Favorites Sign out

| New Window | Help | &

Overide Rate B

Press [Enter].

10.

End of Procedure.

Ensure the Reported Hours field reflects the correct number.

Congratulations! You have completed the training on Correcting or Modifying Time.
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Modifying an Employee Timesheet

In this topic you will learn how to modify an employee's timesheet.

-_*-'ITo Begin the Online Tutorial:

e Click the W button located in the top left of the screen and follow the

instructions provided.

Procedure

Navigation Path: Sign In to PeopleSoft HCM

1. The most efficient way to review payable time pending your approval is to navigate
to the Time and Labor WorkCenter.

2. The quickest path to the Time and Labor WorkCenter is through your Manager
Dashboard.

Click the Time and Labor WorkCenter link.

3. Click the Pending Payable Time link.

4. A list of your employee's time transactions requiring your approval will be displayed.
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Main Menu = > Manager Self Service = > Time Management ~ » Time and Labor WorkCenter
UNIVERSITY OF

> Approve Time by Group.

7 ALBERTA

Time and Labor WorkCenter @

Human Capital Management

«
Approve Time
Main Reports/Processes

8k My Work =

Report Time || View Time

Approve Payable Time | Manage Exceptions | Review and Manage Alerts

= Approvals

Employee Selection
5 Pending Payable Time (1)

P
o Alrts Change Time in View
D Balances start Date B

End Date 06/1212016 | 4,

Employees For Jonoeqe Jixivfuqui (2

Personalize | Find | View All |
Time Summary | Demographics

Select  LastName First Name Employee ID EmDl o1 Title

Record
O o o  Purchasing Team
.
Select All  Deselect All
Approve Deny

Push Back

Home | Worklist | AddtoFavortes | Sign out

New Window | Help | &

First & 1011 Last

Total Payable Hours

10.000,

5.

Favorites ~

Main Menu~ > Manager Self Service ~ 5 Time Management - > Time and Labor WorkCenter
(2] UNIVERSITY OF

To view the details of an employee's time Click the Last Name link.

> Approve Time by Group.

RTA

Time and Labor WorkCenter &

Human Capital Management

« | New Window | Help | FE
Main || Reporls/Processes

4k My Work S [0~ Empioyee ID

= Approvals

Employmert Record 0
& Pending Payable Time (1)

v Alerts

D Balances

Personalize | Find | View All |

Quantity Type DusineSS  Combination Code ChartFields Adjust Reported Time Comments
5000 Hours ChartFields Adjust Reported Time e}
5.000 Hours ChartFields Adjust Reported Time S]

Home | Workiist | AddtoFaverites | Sign out

First & 1202 La

Scroll to the right and Click the Adjust Reported Time link.

[Adjust Reported Timd

The Timesheet page for the employee will appear.

Page 109



UNIVERSITY OF

Training Guide SEFEY ALBERTA

Payable Time Management

10.

11.

12.

Favorites~ | MainMenu~ > Manager Self Service ~ > Time Management ~ > Time and Labor WorkCenter > Approve Time by Group

UNIVERSITY OF Home | Workiist | AddtoFaverites | Sign out

& ALBERTA Human Capital Management

Time and Labor WorkCenter & « New Window | Help | &

Timesheet
Main Reports/Processes

¥ My Work S [o~v Department  F&O Finance Employee ID
DepartmentID: 740615 Empl Record 0
= Approvals
& Pending Payable Time (1) Reports {0 Jonoeqe Jiiviuqwi Eariiest Change Date  05/16/2016
v Alerts Actions =
O Balances Select Another Timesheet
“View By [Calendar Peiod V| Previous Period  Next Period

“Date (051612016 |[5) @
Reported Hours 45000

From Monday 05/16/2016 to Tuesday 05/31/2016 (7

Mon Tue Wed Th Fri sat Sun Mon Tue Wed

5016 517 5018 519 5120 521 5022 523 524 5125

5.000 0.000 5.000 5.000 5.000 5.000
Submit

Reported Time Status || Summary || Leave / Compensatory Time || Exceptions | Payable Time

Reported Time Status Personalize | Find |11 1100710
Date Reporied Status Total TRC Description Comments
.......... OSMB2016  Submitted 5000615 Overtime @ 1.5¢ ®
@ Links =[R2 05182016 Submitted 0.000615 Overtime @ 1.5x 5]
© Time and Labor Processing 05102016 Submitted 5000615 Overtime @ 1.5¢ 0
& Aperove Payable Time 05232016 Submitted 5000615 Overtime @ 1 5x O
Exceptions
& Timesheet 0512472016 Submitted 5000615 Overtime @ 1.5x 8]
v External Links DS/252016  Submitied 5000615 Overiime @ 1.5¢ ®
1 UoAHRS Leaming — . B )
o UotAHRS Pay Senedle 0572612016 Submitied 5000615 Overiime @ 1.5¢
1 Stats and Winter Closure 052712016 Submitted 5000615 Overtime @ 1.5x O
05302016 Submitted 5000615 Overiime @ 1.5¢ ®
057312016 Submitted 5000615 Overtime @ 1.5¢ ®

Retumn to Select Employee
Retum to Payable Time

Go to the day that requires adjustment.

For example purposes, Click in the hours field.

Change the hours accordingly.

For example purposes, blank out the field.

Delete the incorrect hours and leave a blank field. If those hours were the only
entry on the row, the entire row must be removed.

If the corrected time was already paid in a prior pay period, there should be time
entered for the current pay period to offset the pay recovery.

When a revision is made to the timesheet an explanation should be added in the
comments section.

Click the Comments button.

.
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13. In the comments section make a note of what changes were made and why.

Click in the Comment field.

Favorites~ | MainMenu~ » Manager Self Service = » Time Management ~ > Time and Labor WorkCenler > Approve Time by Group

Home Worklist Add to Favorites Sign out
UNIVERSITY OF ;
ALBERTA Human Capital Management
Time and Labor WorkCenter & « New Window | Help | Personalize Page | &
Main || Reports/Processes Comments
T S 8~ BuggeKitfoit Employee ID

v Approvals P Employment Record 0

7 Pending Payable Time (1) A
Note
© Alerts
o Baances Comment history cannot be altered or removed. Once you Select OK to leave the page or select Apply for one or more entered comment, you

will not be able to alter or remove those comments later.

Comments related to time entered for 05/19/2016 Personalize | Find | View Al |0 | First 4 1071} Last

Adjusted Time
06/06/2016 2:20PM  Time Reporting

Add Comment

oK Cancel Apply

14. To save the comment Click the OK button.
oK

15.  When the Submit button has been clicked there is a validation process that looks to
ensure the changes you have made are correct.

If there is an error, correct as requested and resubmit.

(Details on validation errors are provided within the 'Time Entry Validation Errors
reference document.)
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Favorites~ | Main Menu~ > Manager Self Service - 5 Time Management - » Time and Labor WorkGenter 5 Approve Time by Group
Home | Workist | AddtoFavories | Sign out
UNIVERSITY OF )
ALBERTA Human Capital Management
New Window | Hel
Time and Labor WorkCenter ¢« e |
Timesheet
Main || Reporis/Processes
¥ My Work c e~ Department  F&O Finance Employee ID
Department ID: 740615 Empl Record 0
= Approvals
& Pending Payable Time (1) Reporis 1o:  Jonoege Juviuqwi Earliest Change Date  05/16/2016
< Alerts Actions
o Balances Select Another Timesheet
“View By [ Calondar Perod v Previous Period  Next Period
“Date 051162016 |5
Reported Hours 45 000
From Monday 05/16/2016 to Tuesday 0513172016 (7
Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed
516 51T 5018 519 5120 5121 522 523 5124 525
5.000 0.000 0.000 5.000 5.000 5.000
Submit
Reported Time Status || Summary || Leave / Compensatory Time || Exceptions || Payable Time
Reported Time Status Personaize | Find |1 1100710
Date Reporied Status Total TRC Description Comments
.......... 051612016 Submitied 5000615 Overtime @ 1.5¢
S Links ~ ®Y | 05180016 Submitied 0000615 Overtime @ 1.5x
< Time and Labor Processing 05192016 Submitted 5000615 Overtime @ 1.5¢
a
o Aperove Fayadle Time 08P32016  Submited 5000615 Overtime @ 1.5¢
Exceptions
& Timeshest 0572412016 Submitted 5000615 Overtime @ 1.5¢
< External Links 052512016 Submitied 5000615 Overtime @ 1.5x
5 UofAHRS Leaning . .
D UolAHRS Pay Schedule 052612016 Submitied 5000615 Overtime @ 1.5¢
{1 Stats and Winter Closure 050712016 Submitied 5000615 Overtime @ 1.5x
0512012016 Submitied 5000615 Overtime @ 1.5¢
0573112016 Submitied 5000615 Overtime @ 1.5%
Retum to Select Employee
Refum to Payable Time
Favorites~ | Main Menu~ > Manager Self Service = » Time Management ~ > Time and Labor WorkGenter > Approve Time by Group
LD ; Home | Workist | AddtoFavorites | Sign out
ALBERTA Human Capital Management
/ Window !
Time and Labor WorkCenter @  « New Window | F‘ Saved ‘
Timesheet L

Main || Reporis/Processes
8k My Work =
< Approvals

O Pending Payable Time (1)

v Alerts
D Balances

Submit Confirmation

T —

Time for the Time Period of 2016-05-16 fo 2016-05-31 is submitted

17.

A message will appear confirming your submission was successful.

Click the OK button.

18.

The changes you made will not require further approval.

These hours are ready for

the Time Administration process to evaluate and send to payroll for processing.

19.
Timesheet.

Congratulations! You have completed the training on Modifying an Employee

End of Procedure.
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Pushing Back Payable Time

In this topic you will learn how to push back payable time to the employee for
correction.

-

— To Begin the Online Tutorial:

e Click the W button located in the top left of the screen and follow the

instructions provided.

Procedure

Navigation Path: Sign In to PeopleSoft HCM

1. The most efficient way to review payable time pending your approval is to navigate
to the Time and Labor WorkCenter.

2. And the quickest path to the Time and Labor WorkCenter is through your Manager
Dashboard.

Click the Time and Labor WorkCenter link.
3. Click the Pending Payable Time link.

4. A list of your employee's time transactions requiring your approval will be displayed.
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10.

Favorites - | Main Menu~ > Manager Self Service = » Time Management = » Time and Labor WorkCenter > Approve Time by Group

(E3) UNIVERSITY OF . Home | Workist | AddioFavorites | Sign out
[~ Human Capital Management
% ALBERTA P <

New Window | Hel
Time and Labor WorkCenter o« wtindow | Help |
Approve Time || Report Time || View Time
Main Reports/Processes

488 My Work BTl Approve Payable Time | Manage Exceptions | Review and Manage Alerts
= Approvals Employee Selection

& Pending Payable Time (1)

< Aleits
& Balantes Change Time in View

Start Date [ End Date 052212016 |5 @,

Employees For Jonoege Jixiviugwi (2 Personalize | Find [View Al I First ¥ 1071 & Last

Time Summary | Demographics

Select  LastName First Name Employee ID REEC';"DJ JobTitle Total Payable Hours

ast Name
Last N: 0 0.000000

0)
Select All  Deselect Al

Approve Deny Push Back

To view the details of an employee's time Click the Last Name link.

Select the row(s) that require correction by the employee.

Click the Select option.
[]

All transactions being sent back to the employee for correction should include an
explanation indicating why the row requires revision.

To add a comment, scroll to the far right of the screen and
Click the Comments graphic.

»

In the Comments page, scroll to the far right of the screen to view the Comment
field.

Click the Comment pane.

Enter an explanation into the Comment field.

For example purposes, enter "Please adjust time for this day. You were out of
the office.”
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Favorites ~ Main Menu -

UNIVERSITY OF

ALBERTA

v Alerts
O Balances

> Manager Self Service ~ > Time Management ~ > Time and Labor WorkCenter

Human Capital Management

Time and Labor WorkCenter @  «
Main || Reporis/Processes Comments
28k My Work S ov
< Approvals
© Pending Payable Time (1) Actions ~
Note

> Approve Time by Group.

Home | Workiist

New Window | Help | Personalize Page | i

Employee ID 0006450

Employment Record 0

Comment history cannot be altered or removed. Once you select OK to leave the page or select Apply for one or more entered comment, you

will not be able o alter or remove those comments later.

Comments related to time entered for 05/19/2016

personaiize | Find | view Al |20 [ (E

First & 1011 Last

User ID DateTime Created Source Comment
Adjusted Time
06/06/2016 2:20PM  Time Reporting
Add Comment
oK Cancel Apply.

Add to Favorites | Sign out

11.
oK

12.

To save the comment Click the OK button.

You will be returned to the Approve Payable Time page.

Ensure the row(s) you want to push back to the employee are selected.

Click the Select option.

Ll

Favorites ~ Main Menu -

(] UNIVERSITY OF
.ALBERTA

Time and Labor WorkCenter

Main Reports/Processes
28k My Work
< Approvals

B Pending Payable Time (1)

< Alerts
o Balances

S Links

v Time and Labor Processing
& Approve Payable Time
@ Exceptions
7 Timesheet

= External Links
S UofAHRS Leaming
£ UofA HRS Pay Schedule
$  Stats and Winter Closure

> Manager Self Service ~ » Time Management ~ > Time and Labor WorkCenter

> Approve Time by Group.

Home | Worklist
Human Capital Management
o «
Approve Payable Time
T ov Employee ID
Purchasing Team Lead Employment Record 0
Actions ~
Start Date
End Date D6/05/2016
Approval Details (7
Overview || Time Reporting Elements || Task Reporting Elements
Time
Selecta  Date Reporting  TRC Descr Status Quantity Type
Code
O osi72016 615 Overtime @ 1.5¢ Needs Approval 5,000 Hours
O  osnam0t6 615 Overtime @ 1.5 Needs Approval 5.000 Hours
05312016 615 Overlime @ 1.5x Needs Approval 5,000 Hours
O  oseo016 615 Overtime @ 1.5 Needs Approval 5.000 Hours
[0 o0sm3m016 615 Overtime @ 1.5¢ Needs Approval 5,000 Hours
O  oseem016 615 Overtime @ 1.5 Needs Approval 5.000 Hours
O osHe0ie 615 Overtime @ 1.5¢ Needs Approval 5,000 Hours
S levl| seectal Deselect Al
Approve Deny Push Back

Retum to Approval Summary

Add to Favorites | Sign out

| New window | Heip | EE

Dusiness Combing

Unit

13.

Click the Push Back button.

Push Back

PEOPLESOFT
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Message

Ae you sure you want to push back the time selected to the originator? (13504,10153)

‘Select Yes to confim and complete the transaction, No to refum to the page without updating the status.

14. A message will appear asking you to verify that you want to push back the selected
transactions.

Click the Yes button.

Home | Workist | AddioFavorites | Sign out

[C2] UNIVERSITY OF -

Human Capital Management

RiA e

Time and Labor WorkCenter o « New Wimuw||-‘ p—

Main | Reports/Processes Save Confi .

36 My Work S ov

< Approvals v The Save was successful.

&1 Pending Payable Time (1)

o s

&1 Balances

15.  Another message will appear confirming your save was successful.

C|ICk the OK button.

16. Note: The employee will be notified that the time has been pushed back, and they
will need to correct or modify the time.

Any changes the employee makes will then be resubmitted for approval.

17.  Congratulations! You have completed the training on Pushing Back Payable Time.

End of Procedure.
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Understanding Payable Time Offsetting Entries

When viewing the details of an employee's Payable Time, you may see rows with a
negative entry. These are called offsetting entries and will appear when an approved
transaction row is corrected, changed, or updated.

The negative line zero’s out the original line and a new positive line is entered. This is
all done automatically by the system.

A negative row indicates that something was changed on the original line such as the
TRC, override rate, combo code, or quantity.

These lines need to be approved by the Time Approver to ensure that all payable time
rows are balanced.

In this topic you will learn about Payable Time Offsetting Entries.

Most but not all negative entries will be offsets (e.g. Leave without pay is
entered as a negative transaction)

. . _ _
= To Begin the Online Tutorial:

e Click the W button located in the top left of the screen and follow the

instructions provided.
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Procedure

Navigation Path: Main Menu > Manager Self Service > Time Management > View Time >
Payable Time Detail

1. Click the Main Menu button.
Main Menu ..

2. Click the Manager Self Service menu.
[ /3 Manager Self Service v

3. Click the Time Management menu.
[ &3 Time Management v|

4. Click the View Time menu.
g View Time 3

5. The following will provide an example of how to identify offsetting entries.

Click the Payable Time Detail menu.

Favorites = | MainMenu~ > Manager Self Service ~ » Time Management ~ > View Time ~ » Payable Time Detail
UNIVERSITY OF Home Worklist MultiChannel Console Add fo Favorites. Sign out

ALBERTA Human Capital Management

New Window | Help | Personalize Page | I
Payable Time Detail

Select Employee

Employee Selection

Employee Selection Criteria Get Employees
Selection Criterion Selection Criterion Value
Clear Criteria
Employee ID @,
Save Criteria
Empl Record @
Last Name a
First Name [
Job Code Y
Job Destription @,
Department Q
Supervisor ID @,
Reports To Position Number @,
Workgroup @
Employees For Untuce Qkoxlo Personalize | Find | First ‘47 1 071 & Last
Time Reporters | Demographics
Last Name First Name Employee ID Employment Record Job Title
Last Name 0

Manager Self Senvice

Time Management

6. Enter the Employee ID into the Employee ID field.

For example purposes, enter "1308383".
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7. Enter the Employee Record into the Empl Record field.

For example purposes, enter "2".

Favorites = | MainMenu~ > Manager Self Service ~ » Time Management ~ > View Time ~ » Payable Time Detail

UNIVERSITY OF . Home | Workist | MultiChannel Console | Add foFavorites | Sign out
Human Capital Management

New Window | Help | Personalize Page | &
Payable Time Detail

Select Employee

Employee Selection

Employee Selection Criteria Get Employees

Selection Criterion Selection Criterion Value
Clear Criteria
Employee 1D 1308383

Save Criteria
Empl Record el

x

;O ..O ;O ..O ..O .O ..O .O ..O .O

Last Name

First Name

Job Code

Job Description
Department

Supervisor ID

Reports To Position Number

Workgroup

Employees For Untuce Qkoxlo Personalize | Find | First ‘4" 1 of 1 ‘®/ Last
Time Reporters | Demographics
Last Name First Name Employee ID Employment Record Job Title

Last Name 0

Manager Self Senvice

Time Management

8. Click the Get Employees button.
| Get Employees |

9. Click the Last Name of Employee.

Last Name

Citiavug

Favorites~ | Main Menu~ > Manager Self Service ~ » Time Management ~ > View Time ~ » Payable Time Detail
UNIVERSITY OF i Home: Worklist MultiChannel Console Add to Favorites Sign out
ALBERTA Human Capital Management
| New Window | Help | Personalize Page | F&
Payable Time Detail
ivvofe Citi

Employee ID 1308383

Employment Record 2

Start Date 06/21/2016 |

End Date 0672772016 |[ Choose a date (Alt+5)

There is no fime retumed for the selected date range. (06/21/2016 - 06/27/2016)

Payable Status Filter

Payable Time (%
Overview | Time Reporting Elements || Task Reporting Elements || Cost and Approval

Date status Reason Code Ry Quantity TRC Type
Approval Monitor

Retum to Select Employee

10. Inthe Start Date field, Click the Calendar graphic.
El
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11. Select a Start Date from the calendar.

For example purposes, select the May 16 date.

12. Inthe End Date field, Click the Calendar graphic.

El

13. Select an End Date from the calendar.

For example purposes, select May 31.

14. Click the Refresh button.

4

UNIVERSITY OF

Payable Time Detail

Start Date |05/16/2016 |[si]
End Date 05312016 [ %

Payable Status Filter

Payable Time (7

Favorites = | MainMenu~ > Manager Self Service ~ » Time Management ~ > View Time ~ » Payable Time Detail

ALBERTA Human Capital Management

Employee ID 1308383

Employment Record 2

Retum to Select Employee

Overview || Time Reporting Elements || Task Reporting Elements | Gost and Approval
Date Status. Reason Code R Quantity TRC Type
05/162016  Approved 022 7.000 Hours
051712016 Approved 022 7.000 Hours
051182016 Approved 022 7.000 Hours
05/19/2016 Approved 022 7.000 Hours
0512012016 Approved 022 7.000 Hours
05232016 Approved 070 7.000 Hours
0512412016 Approved 022 7.000 Hours
0512512016 Needs Approval 022 -7.000 Hours
0512512016 Approved 022 7.000 Hours
0512512016 Needs Approval 824 7.000 Hours
052612016 Approved 022 7.000 Hours
052712016 Approved 022 7.000 Hours

Home Worklist MuitiChannel Console Add fo Favorites Sign out

| New Window | Help | Personalize Page | &

15. Inthis example, for the date 05/25/2016:
* 7 hours were initially entered against TRC 022 and approved (As shown in the

2nd row) then

* 7 hours were removed from TRC 022 (As shown in the 1st row) then
* 7 hours were re-entered against TRC 824 (As shown in the 3rd row)

16. Congratulations! You have completed the training on Understanding Payable Time

Offsetting Entries.

End of Procedure.
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Viewing and Managing Exception Errors as an
Approver
In this topic you will learn how to troubleshoot issues and errors related to time entry.

Exception Errors are generated after reported time is submitted and either incorrect
information has been entered or the transaction does not comply with a defined rule.

There are two different types of exception errors:
« High Exception Errors

The offending time transactions must be changed/fixed to clear out the exception
in order for the employee to be paid. If these exceptions are not cleared up,

the payable time for the entire day will not be processed and the employee will not
get paid for that day or, if a leave entry, will not process to reduce their balances.

The employee, Manager, Timekeeper, and Central HR can correct the time entries
that caused these exception errors; however, there are a few that the employee
would not be able to correct such as an incorrect rate override.

As an Approver you can choose to either advise the employees of any corrections
required to fix high exception errors or you can make the corrections on their
behalf.

For example:

You see exception error: TLX01540 — More than 24 hours reported

This error occurs when the total hours for a day are entered in excess
of the daily maximum. The Employee, Timekeeper or Time Approver
can make the changes to correct this specific exception.

« Low Exception Errors

These errors do not impact payable time and the employee will still get paid. Low
Exception Errors represent warnings that can be allowed.

Only Managers, Timekeepers, and Central HR can allow these on the exception
page. If the warning is not allowed then anyone can correct the time entries that
caused the exception error.

For example:

You see exception error: UAEX_03G — Casual lliness >3 days
(General lliness)
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This error requires a Doctor's note. The Time Approver can override
and approve the transaction once receipt of a Doctor's note has been
confirmed.

Since Exception Errors can impact an employee's pay, it is highly
recommended that all exceptions be reviewed and cleared prior to approving
time and labor transactions.

Below is a list of the most common Exception Errors that may occur.

For a complete list of Exception Errors refer to the reference document 'Time and
Labor Exception Messages' stored within the Learning Reference Materials
(http://www.hrs.ualberta.ca/Learning/LearningPeopleSoft/LearningSupportMaterials)
web page on the Human Resource Services website.

Note: Comp Time refers to an employee’s overtime bank balance

Exception | Description Issue Resolution Severity
ID
TLX00001 | Invalid Comp [ Aninvalid bank time Change the High
Time transaction has been time entry to
TRC/Balance | created; entries that correct the
result in a balance situation after
higher than the reviewing the
maximum allowed, or balance
lower than minimum available.
allowed (zero).
TLX00010 | Invalid Leave [ Occurs when a leave Confirm the High
Time Taken absence is taken in current

excess of their available | balance by
balance. The employee | referring to

is not enrolled in the your balance
plan or the entry on the
resulted in an invalid timesheet
balance. page, any
hours in

excess of the
balance needs
to be changed
to Vacation or
Leave Without
Pay.

If it is believed
that there is an
error with the
bank time
balance,
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Exception | Description Issue Resolution Severity
ID
contact your
Supervisor to
investigate.
UAEX_03G | Casual lll >3 | Occurs when Employee to L (allowable)
Days Employees eligible for change time to
(General IlI) Gl have entered more Gl code and
than 3 consecutive days | resubmit. (this
of Casual lllness will trigger Doc
note
exception)
UAEX 03D | Casual lll >3 | For employees who Doctor’s note | L (allowable)
Days (Doc have entered 3 or more | to be provided
Note) consecutive days of then
Casual lliness (not Supervisor can
eligible for Gl) allow. If no
note provided,
time needs to
be removed

* TRC — Time Reporting Code is the code used when entering earnings or leave time.

-_*-JTo Begin the Online Tutorial:

o Click the
instructions provided.

button located in the top left of the screen and follow the

Procedure

Navigation Path: Main Menu > Manager Self Service > Time Management > Approve Time

and Exceptions > Exceptions

1. Click the Main Menu link.

Main Menu .

e- HCM
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2. Click the Manager Self Service menu.

| 3 Manager Self Service rl

3. Click the Time Management menu.

| 3 Time Management IrI

4. Click the Approve Time and Exceptions menu.

| 2 Approve Time and Exceptions 'l

5. Click the Exceptions menu.
|E Exceptions |

Favorites - | Main Menu~ > Manager Self Senvice ~ > Time Management - > Approve Time and Exceptions = » Excepions

UNIVERSITY OF " Canital . Home | Workist | AddtoFavorites | Sign out
% ALBERTA uman Capi lanagement

New Window | Help | Personalize Page | i

Exceptions
Employee Selection
Employee Selection Criteria 3 Tl
Selection Criterion Selection Criterion Value
Clear Criteria
Employee 1D a
Save Criteria
Empl Record @,
Last Name a
First Name @,
Job Code Y
Job Description @,
Department X
Supervisor ID @,
Reports To Position Number X
Workgroup @,

Filtering Options

Exceptions (2 Personaiize | Find | View Al |2 | B First (4 1 o7 1 @ Last
Overview | Details | Demographics

Allow  Last Name First Name Empi 1D Rt Job Title Exception 1D Description Date Severity
[} 0

Allow Exceptions (%
Selenin
Save

Manager Self Service

Time Management

6. Click the Get Employees button.
| Get Employees |
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7. The Exceptions page provides a list of time entry transactions that have exceptions
that need to be resolved or allowed.

Once the Time Administration process has run (noon and nightly), a review of any
Exception Errors that may have been generated is required.

8. Click the Details tab.

9. The Detalils tab provides additional information on the Exception (e.g. Source, Last
Updated, etc).

Favorites= | MainMenu~ > Manager Self Service ~ » Time Management ~ > Approve Time and Exceplions ~ » Exceplions

UNIVERSITY OF Home | Workist | AddtoFavorites | Sign out

ALBERTA Human Capital Management

New Window | Help | Personalize Page | &

source Last Updated Exception Data Explanation Comment

lime Administration 3;%?;5:;:/‘ Qverride Rate not allowed for TRC 661 Explanation
lime Administration 3;/(‘]3/25:32/\ Qverride Rate not allowed for TRC 661 Explanation
rime Administration %gégmﬂ Override Rate not allowed for TRC 651 Explanation High exception, comment save
rime Administration %’gg/ ?3% Override Rate not allowed for TRC 665 Explanation High exception, comment ffom
rime Administration e Override Rate not allowed for TRC 665 Explanation

5‘2’2%3\5’ General liness > 3 Days (Doctors Note) Explanation
3224‘%%& General liness > 3 Days (Doctors Note) Explanation

rime Administration

rime Administration

10.  Click the Explanation link under the Detalils tab.

11. The Exception Explained page provides a detailed description of the Exception
Error.
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12.

13.

14.

15.

16.

17.

18.

Favorites - | MainMenu~ > Manager Self Service ~ » Time Management ~ > Approve Time and Exceptions ~ » Exceptions

UNIVERSITY OF Home | Workiist | AddtoFavortes | Sign out

ALBERTA Human Capital Management

Exception Explained

New Window | Help | Personalize Page | &5

Retm

Click the Return button to go back to the Exceptions page.
Return

You can also add comments under the Details tab.

Click the Demographics tab.

Demographics

The Demographics tab provides information regarding the Employee's Job Code,
Reports To, Department, etc.

Low Severity Exceptions are more of a warning providing you a heads up. The
Allow option will be active. Once you have met the exception requirements check off
the Allow option and when you click save, the exception will disappear.

High Severity Exceptions require further action with the time entry transaction before
it will be available for approval. The Allow option will be greyed out.

Clearing all exceptions is important; however High Exceptions must be cleared in
order for any time entered for that day to be available for approval and be
processed.

To allow a Low Exception,
Click the "Allow" checkbox besides the Low Exception you would like to allow.

[l
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Filtering Uptions

Exceptions (7

L e
O  Cefmtinn
O cefmtinn
[}

Cefmtinn

O

Cefmtinn

O  Cefmtinn

O  Cefmtinn

O  cefmtinn

O cefmtinn

Cefmtinn

Cego

Cego

Ceo

cemo

Cego
Allow Exceptions
Select All

Save

Favorites - Main Menu -

(2] UNIVERSITY OF

ALBERTA

Overview | Details

Allow  Last Name

7

Demographics

First Name

Gney

Qketug

Qketug

Qketuq

Qketug

Qketug

Qketug

Qketuq

Qketug

Qkeluq

Unpe

Unpe

Unpe

Unpe

Unpe

Deselect All

Human Capital Management

Empl ID

o2y

0006126

0006126

0006126

0006126

0006126

0006126

0006126

0006126

0006126

0300392

0800392

0800392

0800392

0800292

Empl
Reoory Job Title

U VLT IS AU S

0 WCB Claims Adminisirator

0 WCB Claims Administrator

0 WCB Glaims Adminisirator

0 WCB Claims Administrator

0 WCB Claims Administrator

0 WCB Claims Administrator

0 WCB Claims Administrator

0 WCB Claims Administrator

0 WCB Claims Adminisirator

0DP Instructor

01DP Instructor

0 IDP Instructor

0 1DP Instructor

0 1DP Instructor

> Manager Self Service = » Time Management = > Approve Time and Exceptions = » Exceplions

Home

Personalize | Find | View 100 |

Exception ID Description

UACA_UIS n

Casual ll > 3 Days (Gen

UAEX_036 "
AEX 036 ﬁ.}asua\ 1i1> 3 Days (Gen
e ‘(ﬁ.]asua\ 11> 3 Days (Gen
UAEX 036 ﬁsua\ 1i1> 3 Days (Gen
UAEX 036 ﬁsua\ 11> 3 Days (Gen
UAEX 036 ﬁ?sua\ 1il> 3 Days (Gen
e ﬁl‘,lasua\ 11> 3 Days (Gen
B 036 ‘(ﬁ,]asua\ 1il> 3 Days (Gen
e ‘(ﬁ]asuxl 111> 3 Days (Gen
UAEX 001 glmge Rate Not
TS SIY:J:\;E Rate Not
Aex 00t glﬁr:wec;e Rate Not
T ;)I\‘/:vr:\e(;e Rate Not
A 00t gﬁ,ﬁe Rate Not

Workiist | Add to Favorites | Sign out

H  Fs

Date

U201
04/D412016
04/05/2016
04/D612016
04/07/2016
04/08/2016
041112016
0411212016
0411312016
0411412016
03/16/2016
031712016
0311812016
0311912016

032212016

f

15001269} Last

Severity

Low

Low

ow

ow

ow

ow

ow

Low

High

High

High

High

High

19. Click the Save button.

| Save

20. Congratulations! You have completed the training on Viewing and Managing

Exceptions as an Approver.

End of Procedure.
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Reporting - Time and Labor WorkCenter Reports and
Queries

In this topic you will learn how to run the Reports and Queries located on the Time and
Labor WorkCenter page. The WorkCenter is a single place that allows you to perform
multiple time related activities, all of which are also available through the regular menu
navigation as described in other sections of this training.

If you are a Time Approver as well as a Timekeeper, you will only see the T&L
WorkCenter developed for approval activities. The queries accessed via the
WorkCenter only include the Time Approver queries, for all Timekeeper queries the
Query Viewer must be used.

-_*-'ITo Begin the Online Tutorial:

e Click the W button located in the top left of the screen and follow the

instructions provided.

Procedure

Navigation Path: Main Menu > Manager Self Service > Time Management > Time & Labor
WorkCenter

Favorites ~ Main Menu ~

Home Worklist Add fo Favorites Sign out
UNIVERSITY OF §
ALBERTA Human Capital Management
(@) Help
Self-Service Center c e8>

F Time Reporting
@ Repor review your time, scthedules, request absences and more.

onal Information
e you

Manage Delegation
Delegate authority for self-service iransaetions, and review and revoke
delegation requests
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1. Click the Main Menu button.

2. Click the Manager Self Service menu.

| 3 Manager Self Service rl

3. Click the Time Management menu.

| 3 Time Management rI

4. Click the Time and Labor WorkCenter menu.
| D Time and Labor WorkCenter I

Favortes - | MainMenu~ > Manager Self Senvice ~ > Time Management = > Time and Labor WorkCenter > Timesheet
(5] UNIVERSITY OF Home Worklist Add fo Favorites. Sign out

% ALBERTA Human Capital Management

Time and Labor WorkCenter & «

New Window | Help | &

Manage Time (Admin) || View Time (Admin)
Main Reports/Processes

36k My Work SRl Timesheet | Exceptions
Employee Selection
Change View

“View By [ Week v
Date [12/16/2016 £ Previous Week Next Week

Employees For Uzisx, Xiymowuso Hiewoos, Totals From 12/12/2016 - 121812016
Time Summary || Demographics

Hours
Empl Last Employee ID ) Reported Hours to be N Denied  Hou|
Recora Pt Hame Name - Job Titer fours | Apmovea|  Ereeston | mpproweder o0y B
0 Last 0.000000  0.000000 0.000000 0.000000
Name

Ry Links < e~

= Time and Labor Processing

Exceplions
o Timesheet

< Extemal Links
& UofA HRS Leaming
D UofA HRS Pay Schedule
D Stats and Winter Closure

5. Click the Reports/Processes tab.

FeportsiProcesses
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10.

11.

Favorites Main Menu~ > Manager Self Service ~ > Time Management ~ > Time and Labor WorkCenter > Timesheet

UNIVERSITY OF Home | Workist | AddtoFavortes | Sign out

P ALBERTA Human Capital Management

Time and Labor WorkCenter & « New Window | Help | B

Manage Time (Admin) || View Time (Admin)
Main || Reports/Processes

8 Queries ISl Timesheet | Exceplions

= Time and Labor

My Pending Time Approvals
Pending Time Exception Errors

. Employee Selection
a

£ Banked Time Summary Report

a

a

a

Leave Balance Negative Change View
Mutiple Job Empioyees “View By [TWeak ~
APOILibrarian Vacation History
Date 121672016 |[5) Previous Week Next Week

Employees For Uzisx Xiymowuso Hiewaos, Totals From 12/12/2016 - 12/18/2016
Time Summary | Demographics

Hours
Empl Last Employes ID Reported Hours to be N Denied  Hou!
Recora 3t Hame Wame 1+ Job Titer Hours " Apwovea| | Eewmon | mproveder SO N
Last
0 Name 0.000000  0.000000 0.000000 0.000000

dlb Reports/Processes S ov

< Reports
' Employes Absences for Period™
7 Leave Balance
o Compensatory Time*
5 Semi-Monthly Timesheets®

Click the My Pending Time Approvals link.

The Date you enter is optional. Best practice would be to enter the pay period end
date.

For example purposes enter September 16, 2016

Favorites = Main Menu~ > Manager Self Service ~ > Time Management ~ > Time and Labor WorkCenter >

UNIVERSITY OF Home | Workist | AddtoFavorites | Sign out

ALBERTA Human Capital Management

Time and Labor WorkCenter @  « ZTL_MGR_PENDING_APPROVALS - My Pending Time Approvals

Main || Reports/Processes As of Date: &

Queries = [3d 1ew Result Choose a date (Alt+5)
Empl  Empl Dept | Depariment  Time Reporting TRC Reported  Payable  Ovemide  Override Combo

= Time and Labor D Recora MAME Tp Name Code Description 2™ pate Status. Rate:

& My Pending Time Approvals

& Pending Time Exception Ermors

1 Banked Time Summary Report

£ Leave Balance Negative

@ Mutiple Job Empioyees

& APOILibrarian Vacation History

Click the Choose a date (Alt+5) button.

Click the September 16 list item.

Click the View Results button.

| “iew Resulis |

Results from each query will return on the page.

These queries are meant to be for quick reference.
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12.  Click the Banked Time Summary Report link.

13. The search criteria is available at the top of each page for the query you wish to run:
Box 1 - Enter an individual Dept ID or '0000' for all Dept ID's you have access to

Box 2 - Enter a the same Dept ID as Box 1 for a single Dept ID or 'ZZZZ' for all
Depts you have access to

Box 3 - Enter '%' for all or an individual Empl ID of the Supervisor
Box 4 - Enter % for all
Box 5 - Enter % for all
Box 6 - Enter % for all

Box 7 - Enter the current Date
14.  Click the Leave Balance Negative link.

15.  The search criteria is available at the top of each page for the query you wish to run:
Box 1 - Enter an individual Dept ID or ';0000' for all Dept ID's you have access to

Box 2 - Enter a the same Dept ID as Box 1 for a single Dept ID or 'ZZZZ' for all
Depts you have access to

Box 3 - Enter '%' for all or an individual Empl ID of the Supervisor
Box 4 - Enter % for all
Box 5 - Enter % for all
Box 6 - Enter % for all

Box 7 - Enter the current Date
16. Click the Multiple Job Employees link.

17.  The report will automatically return all employees with multiple jobs that you have
access to view.

18. Click the APO/Librarian Vacation History link.
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19. The search criteria is available at the top of each page for the query you wish to run:
Box 1 - Enter an individual Dept ID or ';0000' for all Dept ID's you have access to

Box 2 - Enter a the same Dept ID as Box 1 for a single Dept ID or 'ZZZZ' for all
Depts you have access to

Box 3 - Enter '%’ for all or an individual Empl ID of the Supervisor
Box 4 - Enter % for all
Box 5 - Enter % for all
Box 6 - Enter % for all

Box 7 - Enter the current Date
20.  The running of HR Operational Reports are covered under seperate topics.

21. Congratulations! You have completed training on Manager Support for Reporting
from the Timekeeper Time & Labor WorkCenter

End of Procedure.
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Approval Delegation

Overview

This section will provide an understanding of approval delegation and when to delegate
your approval authority to another person. You will also be provided instructions on how
to create and change delegations within PeopleSoft HCM.

Objectives

Upon completion of this section you will have a general understanding of:

Approval Delegation Process

How to Create a New Delegation

How to Change an Existing Delegation
How to Review Outstanding Delegations

Related Reference Material

All related reference material is stored on the Learning Reference Materials
(http://www.hrs.ualberta.ca/Learning/LearningPeopleSoft/LearningSupportMaterials) we
b page within the Human Resource Services website.

Reference Material may include Training Guides, Quick Reference Guides, and Other
Documentation.

Approval Delegation Process

The Approval Delegation Process encompasses the creation, change and review
of reassigning (delegating) your approval authority in the event you are on leave.

If you are unable to assign a delegate in your absence, a Delegation Administrator has
the ability to submit a request on your behalf.

‘ To contact the Delegation Administrator open an IST Helpdesk ticket for

'HCM T&L Approval Delegation’ via the IST website or by phone.

Long Term Delegation

If a delegation is still active and the delegate has terminated or will terminate in the next
few days, an e-mail is generated and sent to the original delegator as well as
the delegation administrator to notify them that the delegate is going to become inactive.

PEOPLESOFT Page 133
a HCM J


http://www.hrs.ualberta.ca/Learning/LearningPeopleSoft/LearningSupportMaterials

UNIVERSITY OF

Training Guide SEFEY ALBERTA

Payable Time Management

In these instances the original delegator should revoke the existing delegation and
create a new one.

Creating a New Delegation

In situations where an Approver is away on leave, the Approver has the ability to
delegate their approval authority to someone else. In this topic you will learn how to
delegate your approval authority in PeopleSoft HCM.

=

To Begin the Online Tutorial:

e Click the
instructions provided.

button located in the top left of the screen and follow the

Procedure

Navigation Path: Sign In to PeopleSoft HCM

Favorites .. Main Menu .
"
Home | Workist | Addt

UNIVERSITY OF

ALBERTA Human Capital Management

Self-Service Center & ov | @93 Direct Line Reports s ov @ Pending Approvals
B, Tome Reporiog b
@f{iﬂﬂ"(gﬁy’:@;’g Personaize | Find | view Al |3 B (0 1509 )| | Noapprovals are pending at this time.
e Time summary || Job Details | Contact || Time | [E
S vewTime Name Job Title @ Quick Links
Personal Information Biddoi Rkoitpeq Accounting Sup 10 (40) <
Bidutek Yeneg Accounting Sup 10 (40) ﬁ HR Operational Reports*
S e Bugae Kitoit Purchasing Admin 10 (40)
@’—@];Zﬁj} e G ompensaion || Conumu Hupewva Payrol Assistant 07 ﬁiﬁ[% Workdorce Administration
omparaatennitar Updst Gubf Zkuo Accounting Assistant 08 §
eduction or cantribution Guegge Qcmagnetim Accounting Sup 08 (40) View GL Funding*
E Keto Migait Payroll Assistant 07
{Depost Ytiqge Qkpbt. Accounting Sup 12 (40) Time and Labor WorkCenter
i Conser Zretowb Finnsaovw Accounting Sup 11 (40)
Benefits Extemal Links
PR e
beneits nformation, Review and | | Dashboard - TL Disclaimer 5 o, |Uorapens

te de dent and
Eﬁiﬁm‘,fff,"mm;’}wmm Your vacation/time balance includes all vacationitime carried forward, earned and taken up to the

Iast pay period processed

Life Events »
51 Bonefis Information Hiring & Managing

Dependents and Benefi
S i e penetnes L 1\ Alerts S #Y | Foms Cabinet
Manage Delegation (Contact Us
Delegate authorty for seif- You have no Alerts right now. B

senvice transaciions, and review
and revoke delegation requests

My Reports < o~
Report Report Description Folder

SALARY BENEFITS
ZHREOT5 EXPENDITURE General

meze-1009222

EMPLOYEE
ZHREOT4 ABSENCES BY General

PERIOD

MIE005-16.585
ZHREDZ5  STAFF DETAIL General
016020315154

COMP TIME
ZHREDM! | guppogT sTARE | Generl
Wear2111.401
EMPLOYEE
ZHREDT  ABSENCES BY General
PERIOD

MeT2111.218

Report Manager
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1. On your Home Page within the Self-Service Center pagelet, Click the Manage
Delegation link.

2. The Manage Delegation page provides a few options related to delegation.

The Learn More about Delegation link provides an introduction to Managing your
Delegation.

All new users of the system are encouraged to click on this link before continuing.

3. The Review My Proxies link will only appear after a delegation has been submitted.

This link is discussed in more detail within the 'Changing an Existing Delegation'
topic.

Favorites- | MainMenu- > Self Service = > Manage Delegation
Home | Workist | AddioFavorites | Sign out
UNIVERSITY OF ;
%ALBERTA Human Capital Management

New Window | Help | Personalize Page | I
Manage Delegation
Unizov Uqgitvug

Some of your seff-sevice transactions can be delegated So that others may act on your behalf to initiate
and/or approve transactions for you and/or your employees. In adtion, others may have delegated
responsibilty for ther ransactions to you

@ Leam More about Delegation

Select Create Delegation Request to choose ransactions to delegate and proxies o act on your benaif.

Select Review My Proxies to review ihe list of ransactions that you have delegated and the proxy for each
transaction.

Review My Proxies

4. To start the approval delegation process, Click the Create Delegation Request link.

5. Note: Before you begin the delegation process, remember to do 4 things:

Step 1 - Speak to your potential delegate first to check for availability
Step 2 - Ensure your Delegate knows NOT to use the DENY button
Step 3 - Review your Proxies to ensure you only have one active proxy at a time

Step 4 - Clear your queue of all Pending Payable time before you submit your
delegation request
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Favorites= | MainMenu~ > Self Service = > Manage Delegation

UNIVERSITY OF

ALBERTA Human Capital Management

Create Delegation Request
Enter Dates

Unizov Uqgitvug
Student Prgm Coord 10 (40)
Enter the dates for your delegation request. Enter a From Date that is today or later. Enter a To Date that

is the same as or later than your From Date. For open-ended delegation requests, leave the To Date
biank

Delegation Dates

From Date 05/11/2016 |
To Date 5

Next Cancel

Home Worklist Add fo Favorites Sign out

New Window | Help | Personalize Page | &

6. The From Date will automatically default to the current date.

To change the date, Click the Calendar graphic.

7. Note: A delegation cannot begin prior to the current date.

Click on the day you want the delegation to begin in the future.

For example purposes, Click the May 18, 2016 option.

Calendar
May ~] [2016 [+
S M T W F 8

12 3 4 5 6 7
3 o 10 [M]12 13 14
15 16 ﬂﬂw 20 21
22 23 24 25 26 27 28
29 30 3

(4] Current Date [®)

8. Note: The dates selected are for the days you will be absent. All transactions
submitted during these dates will be routed to the delegate for approval.

Favorites= | MainMenu~ > Self Service = > Manage Delegation

UNIVERSITY OF

ALBERTA Human Capital Management

Create Delegation Request
Enter Dates

Unizov Uqgitvug

Student Prgm Coord 10 (40)

Enter the dates for your delegation request. Enter a From Date that is foday or later. Enter a To Date that
ishe same s or er an your From Date For open-ended delegation requests, leave e o Dete
blank

Delegation Dates

From Date 05/18/2016 |[5]

To Date 0512512016 |

Next Cancel

Home Worklist Add fo Favorites Sign out

New Window | Help | Personalize Page | i
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9.

10.

11.

12.

13.

For this tutorial the To Date has been populated for you.

Once your calendar dates are selected, Click the Next button.
| Mext |

The next step is to select the type of transactions you want to delegate approval
authority for.

Note: Assigning a delegate is all or nothing. You cannot delegate approval for
specific employees. You are delegating the entire task of labor approval for all of
your direct reports.

However, if there are multiple transaction type options listed, you can assign a
different delegate to each transaction type line.

Within the Delegate Transactions section, Click the T&L Approve Payable Time
option.
El T&L Approve Fayable Time

Favorites = | MainMenu~ > Self Service ~ > Manage Delegation

UNIVERSITY OF Home Worklist Add fo Favorites Sign out

ALBERTA Human Capital Management
New Window | Help | Personalize Page | i
Create Delegation Request
Select Transactions
Unizov Uqgitvug
Student Prgm Coord 10 (40)

Select the transactions that you want to delegate to  proxy. You can select one or many ransactions

T&L Approve Payable Time

Select All Deselect All

Previous Next Cancel

Click the Next button.
| Mext |

Now you need to select a Proxy (a person to delegate your approval authority to).
The Select Proxy by Hierarchy page provides a list of all employees you can
delegate to. This list includes all employees linked to you based on the 'Reports To'
structure within PeopleSoft.

The system does not restrict who you can delegate to.
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14. Warning:
You can delegate to anyone within the list. This includes those that are not
employees or do not normally have approval authority.

If the person you want to choose as a delegate is not in the initial list, use the
Search by Name link provided.

15. Once you have found the appropriate person, Select the box before the Name item.

Favorites~ | Main Menu~ > Self Service ~ > Manage Delegation
UNIVERSITY OF . Home | Workist | AddtoFavorites | Sign out
ALBERTA Human Capital Management
New Window | Help | Personalize Page | &

Create Delegation Request

Select Proxy by Hierarchy

Unizov Uqgitvug

Student Prgm Coord 10 (40)

This page displays persons within your hierarchy that you can select s proxies. Select the radio bution

next to the name to select that person as a proxy. You can also select the Search by Name hyperiink to

search for proxies outside your hierarchy

Search by Name

Choose Delegate

Name EmplID R ez [n o = Job Title Department Supervisor Name
@ Gebne Viyit 1137226 Employee Admissions Coordinator 08 Qﬁ;&%ﬁg Prog&Came 0w Uggitvug
(O Hbne Qeygiq 1149304  Employes Admin Assistant 08 AU Acad ProglCame. 0 1jggitvug
. Reg Office
(O Qetek Rfijugqog) 0292999  Employee Admin Assistant 08 AUG Acad ProghCame. .0, ggitvug
- Reg Office
() Qkete Fetmi 1223023 Employee Admin Assistant 07 ’;g@#g“"“”g e Unizov Uggitvug
© Owefio Pigrin 1221141 Employee Admin Assistant 07 AUG Acad Prog&Camp 70, qgituq
~ Reg Office

Previous Next Cancel

16. Ensure the name you want is highlighted.

Click the Next button.
| Mext |

17. The Delegation Detail page summarizes your selections and provides an
opportunity to ensure you have created the delegation as you intended.

Favorites= | MainMenu~ > Self Service = > Manage Delegation

UNIVERSITY OF Home Worklist Add fo Favorites Sign out

ALBERTA Human Capital Management
New Window | Help | Personalize Page | i
Create Delegation Request
Delegation Detail
Unizov Uqgitvug
Student Prgm Coord 10 (40)
Proxy Gebne Yiyit
From Date 05/182016
To Date 05252016

Transactions
T&L Approve Payable Time

Submit Previous Cancel
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18.

19.

20.

21.

Once you have confirmed the detail is correct Click the Submit button.

Favorites= | MainMenu~ > Self Service = > Manage Delegation

UNIVERSITY OF Home Worklist Add fo Favorites Sign out

ALBERTA Human Capital Management
New Window | Help | Personalize Page | &5
Create Delegation Request

Unizov Uqgitvug

Student Prgm Coord 10 (40)

‘You have successfully submitted a delegation request. Refer to the My Proxies page to view the status of
the request

0K

The last page indicates if your submission was successful or not.

Click the OK button.
| OK I

What happens after the delegation request is submitted?
* An e-mail is sent to the person you delegated approval to.

* The e-mail recipient will open the link provided within the e-mail and either accept
or reject the delegation request.

* A response e-mail is sent to the requestor and the status under delegation proxy is
updated.

Congratulations! You have completed the training on how to Create a New
Delegation.

End of Procedure.
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Changing an Existing Delegation

In the event that you return from leave early or the existing delegate has rejected your
delegation request, you will be required to change your approval delegation request. In
this topic you will learn how to change an existing delegation request.

=

To Begin the Online Tutorial:

e Click the
instructions provided.

button located in the top left of the screen and follow the

Procedure

Navigation Path: Sign In to PeopleSoft HCM.

Favorites .. Main Menu ..

(2] UNIVERSITY OF Home | Workiist | Addt,

ALBERTA Human Capital Management

Self-Service Center & o g3 DiectLine Ropors s ov @ Pending Approvals

Time Reportin,
@ Report and revisw your ime,
schedules, request absences

naize | Find | View Al |G | B (9 gorg @) | Noapprovals are pending at tis time.

E ?@S?n ime Summary | Job Detalls | Contact || Time
3 View Time Name Job Title \’6) Quick Links
52&2%”:44‘23&!!1‘5‘3!‘ Biddoi Rkaitpeq Accounting Sup 10 (40)
oo ot Bidulek Yeneq Accounting Sup 10 (40) ﬁ HR Operational Reports®
5 'w"l ':”ga e ‘:' Bugae Kittoit Purchasing Admin 10 (40)
ayroll and Compensation W
1 e v g Fotumu Hupeuwva Payroll Assistant 07 @@ Workforce Administration
wmnﬂensalhﬂwn Nsw(wnuﬁm Gubfi Zkuo Accounting Assistant 08
your direst deposit and other = N
Gedurton or contmbution Gueage Qcmagnetim Accounting Sup 08 (40) View GL Funding’
information Keto Migait Payroll Assistant 07
Ytiqge Qkpot Accounting Sup 12 (40) Time and Labor WorkCenter
Zketowb Finnsaovw Accounting Sup 11 (40)
Benefits Extemal Links
?Rewew health, insurance,
sauings, pension or oter
benefis informstion. Review and | | Dashboard - TL Disclaimer S ov | [|LofAbets
e dependent and 5 ; -
::::m;“zg,:;n;wmmm Your vacation/time balance includes all vacationitime carried forward, eamed and taken up tothe | (One Card
last pay period processed y
g Beneits information pay p P |Hiring & Managing
De EHGEH[E and Beneficiaries
AN Alerts S 8~ | FomsCaninet
Minage Delegation comtact us
Delegate aulhorty for seft- You have no Alerts right now. E—

sevice transactions, and review
and revokcs delegation requests

My Reports c ov

Report Report Description Folder

SALARY BENEFITS
ZHREDTS o DiTURE General

WIe02-10.00322

EMPLOYEE
ZHREDT4 ABSENCES BY General

PERIOD

We005-16.585
ZHREDS5 | STAFF DETAIL General

We020315.154

COMP TIME

ZHRED91 SUPPORT STAFF General
WB721-11.401
EMPLOYEE
ZHRED74 ABSENCESBY General
PERIOD
MBDT2111.204
Report Manager
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1. On your Home Page within the Self-Service Center pagelet, Click the Manage

Delegation link.

2. The Manage Delegation page provides you the ability to 'Revoke’ or 'Change' an

existing approval delegation.

Favorites~ | MainMenu~ » Self Service ~ > Manage Delegation

UNIVERSITY OF

ALBERTA

Human Capital Management

Manage Delegation
Dfijutb Pbeq
Some of o rsefenice ransactonscan be delo galed sotratthers may actcﬂya r::eha\fla\ itae
andior andior y othes
re: sncr\sbut kl l)’\ r(ra 5a (HJ stnyn
@Leamn More about Delegation
Select Create Delegation Request to choose transactions to delegate and proxies to act on your behaf,
Create Delegation Request

Select Review My Proxies to feview the list of transactions that you have delegated and the proxy for each
transaction.

Review My Proxies

Home.

Worklist | Add fo Favorites | Sign out

New Window | Help | Personalize Page | 1

3. Click the Review My Proxies link.

4. Find the line with the person you want to change.

Select the box before the Transaction item.

Favorites ~ Main Menu~ > Self Service ~ > Manage Delegation

UNIVERSITY OF

ALBERTA

Human Capital Management

My Proxies

Dfijutb Pbeq
APO Admin Manager 0479
This page allows you o view your proxies and the request status for each delegation request. Selecta

particular status and select Refresh to show the malching requests. Select the information icon to view
request details. To revoke requests, select the request, then select Revoke.

Show Requestsby Status[__ | Refresh

Choose Delega
Transact tion Name Job Title FromDate ToDate  Request Status E;‘:f:“""
TAL Approve Payable Time Gegiw Tivvinoav pasociale 0511212016 0511512016 Revoked Inactive
Professor
T8L Approve Payable Time  Hop Kovhingw Professor3 05132016 05182016 Submited  Inactive
Select Al Deselect All Revoke

Retum to Manage Delegation

Home

Workiist | Add to Faverites | Sign out

New Window | Help | Personalize Page | ]

5. Ensure the intended line is highlighted.

Click the Revoke button.

| Revoke |

6. The Revoke Delegation Request page provides an opportunity to cancel the
request just in case the Revoke button was clicked accidentally.

4- HCM
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7.

10.

11.

Favorites~ | MainMenu~ > Self Service ~ > Manage Delegation

UMIVERSITY OF Home | Worklist | AddtoFavortes | Sign out

ALBERTA Human Capital Management

New Window | Help | Personalize Page | ]
Revoke Delegation Request

Dfijutb Pbeq
APO Admin Manager 0479

Are you sUre you wantto revoke the delegation requests that you have selected ?

Yes - Continue No - Cancel

Click the Yes - Continue button.

| Yes - Continue I

A message will appear indicating if you have successfully revoked the delegation or
not.

Favorites ~ Main Menu~ > Self Service ~ > Manage Delegation

Home | Workist | AddtoFavorites | Sign out
UNIVERSITY OF
ALBERTA Human Capital Management

New Window | Help | Personalize FT Saved ‘
Revoke Delegation Request - g

Dfijutb Pbeq

APO Admin Manager 0479

You have successiully revoked a delegation request. Refer to the My Proxies page to view revoked
delegation requests,

0K

Click the OK button.
| OK I

Note: Once OK has been clicked the system will send an e-mail notification to the
delegate stating their delegation has been revoked.

The delegation will stop immediately. No action is required by the delegate to
‘accept’ the revoke action.

Note: A reminder that any Pending Payable time your Delegate did not approve will
now be yours to approve.
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12.  You will be returned to the Manage Delegation page.

Favorites~ | MainMenu~ > Self Service ~ > Manage Delegation

UNIVERSITY OF

ALBERTA

Human Capital Management

Manage Delegation

Dfijutb Pbeq

Some of your self-service transactions can be delegated So that others may act on your behalf o initiate
andior approve transactions for you andior your employees. In addition, others may have delegated
responsibilty for their transactions to you.

@Learn More about Delegation
Select Create Delegation Request to choose transactions to delegate and proxies to act on your behalf
Create Delegation Request

Select Review My Proxies to feview the list of transactions that you have delegated and the proxy for each
transaction.

Review My Proxies

Home | Workiist

Add to Favorites | Sign out

New Window | Help | Personalize Page | i

To ensure the status has changed.

Click the Review My Proxies link.

Favorites~ | MainMenu~ » Self Service ~ > Manage Delegation

UNIVERSITY OF

ALBERTA

Human Capital Management

My Proxies
Dfijutb Pbeq

APO Admin Manager 0479

This page allows you to view your proxies and the request status for each delegation request. Selecta
particular status and select Refresh to show the matching requests. Select the information icon to view
Tequest defails. To revoke requests, select the request, then select Revoie

Show Requests by Status Refresh

Choose Delegate

Transaction Name JobTitle FromDate ToDate ~ hcduest  Delegafion
Status.

T&L Approve Payable Time Gegiw Tivvinoav ’P‘f:'“ei‘:: 051212016 05/152016 Revoked  Inactive

T&L Approve Payable Time  Hop Kovhingw Professor3 05132016 DSM82016 Revoked  Inactve

Select All Deselect Al
Retum to Manage Delegation

Home

Workiist Add fo Favorites Sign out

New Window | Help | Personalize Page | i

13. The My Proxies page will show your selection as being Revoked and Inactive.

Click the Return to Manage Delegation link.

14. To

* First Revoke the existing delegation

Change an existing delegation:

» Then Create a new delegation request

15. Congratulations! You have completed the training on how to Change an Existing
Delegation.

End of Procedure.
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Accepting a Delegation Request

In this topic you will learn how to accept a delegation request from a
Manager/Supervisor.

-

== To Begin the Online Tutorial:

™
e Click the m button located in the top left of the screen and follow the

instructions provided.

Procedure

The first step for Delegation is to receive an email with the request.

1. When a Supervisor submits a delegation request, the system automatically creates
and sends an e-mail to the person they requested as a delegate.

University of Alberta Sing % 1 M Inbox (521) - u x =] =
ity g

€« C 8 https;//mail.google.com/mail/u/0/#inbox ®| =
UNIVERSITY OF
ATBERTA [ a | # 0
Mail ~ - (= More = BE v -
~ Unread 1-50 of many =
nbor 521 me A delegation request from Jonoeqe Jixiviugwi has been submitted for review and acceptance - Jonoeqe Jiis T3 am
Starred Payroll o ing Suspense fon(s) for 740600, AVP Facilities & Operations - Attn Jiviuqei.)  9:32 pm
Sent Mail
Payroll o] ing Suspense i for 350101, CSJ-Op - AE/Can Official Lang - Atin: Kufsaeo 9:32 pm
Drafts (3)
~ Ben (3%) Payroll o ing Suspense ion(s) for 300100, NU Nursing - Attn Kuncekq Unowe Atofe Thise  9:32 pm
Email Hire ) ) ) ~
Payroll o Suspense for 290500, MED Surgery - Attn Figgia Businev K Thisema  9:32 pm
Email Termination a
HR (6) Payroll O ing Suspense i for 260900, MED Bit i i ing - Attn: Yattinn P 9:32 pm
Other Payroll o ing Suspense onls) for 260300, MED Call Biology - Atin: Pefkadoqumo.Pofkelg 932 pm
Payilnt (119)
o ) ; - Mivi :
< TL (245) Payroll Suspense for 240100, LAW Alberta Law Reform Inst - Attn- Juyg Miwi 9:32 pm
TL-Samples (6) Payroll Outstanding Suspense T jon(s) for 140750, BUS Executive Education(EE) - Attr Zkiowiy  9:32 pm
e a dwalker2 Important Benefit Plan Information when Leaving the University of Alberta - Dear Keqgb. As you prepare to le Jund
hmprd Saved - Marital Status - Yitqofi Detwqit - Your request was saved - Your request successfully saved to the datab Juns
Payroll.TimeApp o ing Time Approval on(s) - From: Time and Labor Date-MAY/30/2016 Subject: Outstanding Tir Jun8

2. In your e-mail inbox, Click the Delegation Request e-mail.

Pa e 144 PEOPLESOFT
g -4- HCM



UNIVERSITY OF

D ALBERTA Training Guide

Payable Time Management

3.

6.

7.

Review the e-mail for the details of the delegation request.

In this example the delegation request is to Approve Time and Labor Payable Time
from June 9, 2016 up to and including June 16, 2016.

The link provided within the e-mail will take you to the Manage Delegation page in
PeopleSoft HCM.

Click the Link in the e-mail.

When you click on the e-mail link you may be prompted to sign in once more using
your network CCID and Password.

Favorites = | MainMenu~ > Self Service ~ > Manage Delegation

UNIVERSITY OF Home | Workist | AddtoFavorites | Sign out

ALBERTA Human Capital Management
New Window | Help | Personalize Page | i
Manage Delegation
Bidutek Yeneq
Some of your seff-sevice transactions can be delegated So that others may act on your behalf to initiate

and/or approve transactions for you and/or your employees. In adtion, others may have elegated
responsibily for their ransactions to you

@Leam More about Delegation

Select Review My Delegated Authonties to see the list of transactions that have been delegated to you by
others, and to accept o reject pending delegation requests.

Review My Delegated Authorities

From the login page you will be directed automatically to the PeopleSoft HCM
Manage Delegation page.

Click the Review My Delegated Authorities link.

Favorites- | MainMenu~ > SelfService ~ > Manage Delegation

UNIVERSITY OF Home | Workist | AddtoFavortes | Sign out

ALBERTA Human Capital Management
New Window | Help | Personalize Page | &
My Delegated Authorities
Bidutek Yeneq

Accounting Sup 10 {40)

This page allows you to view your delegated authorities. Select a particular status and select Refresh to
show the matzhing requests. Select the information icon for request details

Show Requests by Status Refresh

Choose Delegate

Transaction Name Job Titie FromDate  ToDate  Request Status Jraco ™" Details
[ TL Approve Payable Tme  Jonoeqe Jicviuqwi -0 FMaNCe  pengnnis 06232016 Submitied Inactive i)

Manager 0677

Select Al Deselect All Accept Reject

Return to Manage Delegation

Clicking on the link will automatically come to this page. The Show Requests by
Status will default to Submitted.

Select the box before the Transaction item.
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8. Ensure the appropriate line is selected.

Click the Accept button.
| Accept |

9. The Accept Delegation Request page indicates if your acceptance was successful
or not.

Favorites- | MainMenu~ > SelfService ~ > Manage Delegation
UNIVERSITY OF Home Worklist Add to Favorites Sign out

ALBERTA Human Capital Management

New Window | Help | Personalize P‘ aved ‘
Accept Delegation Request -

Bidutek Yeneq

Accounting Sup 10 (40)

You have successfully accepted a delegation request. Refer to the My Delegated Authorities page to view
accepted delegation requests.

0K

10. Click the OK button.
| OK I

11. Note: Once you accept a Delegation Request the system automatically provides you

access to the approval pages, even if you did not have approval authority prior to
accepting the delegation.

12.  The system will automatically generate and send an e-mail to the requestor
indicating your acceptance.

Favorites = | MainMenu~ > Self Service ~ » Manage Delegation

UNIVERSITY OF Home | Workist = AddtoFavorites | Sign out]

ALBERTA Human Capital Management

New Window | Help | Personalize Page | [
Manage Delegation

Bidutek Yeneq
Some of you rse\fsemcetra nsec Uu scanb de\ gatedsamamh s may actcn)u r:ehalnm mat
rsd:mnsbm orhar ransacton sm,n o
Leam More about Delegation
Select Create Delegation Request to choose fransactions to deleqate and proxies to act on your benalf.
Create Delegation Request

Select Review My Delegated Authonties to see the list of transactions that have been delegated to you by
others, and to accept o reject pending delegation requests.

Review My Delegated Authorities

13. To view the status of transactions delegated to you Click the Review My Delegated
Authorities option.
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Favorites - | MainMenu~ > SelfService ~ > Manage Delegation

UNIVERSITY OF Home | Workist | AddtoFavorites | Sign out]

ALBERTA Human Capital Management
New Window | Help | Personalize Page | 5
My Delegated Autherities
Bidutek Yeneq

unting Sup 10 (40)

This page allows you to delegated thlS\‘r1\Hd\|ﬂFM
show Azmalhg eque scis. Seiec he mformaton ico

Show Requests by Status Refresh

Select Al Deselect All
Return to Manage Delegation

14. Inthe My Delegated Authorities page Click the down arrow next to the Show
Requests by Status field.

Show Requests by Status | Submitted v|

15. Click an entry in the list.

For example purposes, Click the Accepted list item.

16. Click the Refresh button.
|  Refresh |

17.  Alist of your delegated authority transactions for the specified status will appear.

18. The Delegated Authority for the time period you agreed to should show Accepted
and Active.

To exit from this page, Click the Return To Manage Delegation option.

19. Congratulations! You have completed the training on how to Accept a Delegation
Request.

End of Procedure.
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