Process Document
Approve Payable Time

Date Modified 4/17/2008

Last Changed by ASDS

Approve Payable Time

Concept

On theM anage Sear ch Options page, time approvers can set what search criietis appear
on Time Management employee lookup pages, what default values populearch criteria fields
and set what fields are returned for a search.optiens selected are user specific so will only
apply to the users Time Management pages.
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Navigation

Add to Favorites

Menu -]
Search:

(I
[ My Favorites

[ Self Service

- Manager Self Service

[- University of Maine System
[ Waorkforce Administration
[+ Benefits

[ Time and Labor

[+ Payroll for North America
> Workforce Development

[ Organizational Development
> Workforce Monitering

[- Set Up HRMS

[» Set Up SACR

[ Enterprise Components

[ QuickAddress Pro Web Int.
- Reporting Tools

I PeopleTools

— Return to Poral

— Wy Personalizations

— Wy Dictionary

" PeopleSoft

[ @ mternet F 00w~

Step | Action

1. From the HRMS menu, click tHdanager Self Servicknk.

[ Manager Self Senice|

Click theTime Managemenrink.

Click theApprove Time and Exceptions link.

4, Click thePayable Time link.
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Procedure

‘# MaineStreet

Add to Favorites

New Window | Customize Page | &,

Approve Payable Time
Approve Time for Time Reporters

[bescripton |

Group ID ’WO\
EmpliD [ Tl
Last Name ,70\
Morth American Paygroup ,70\

Start Date [03/01/2008 33 End Date |04/10/2008 [

Mo employees were returned for the time period specified.

GoTo:  Manager Self Semice

Time Management
Time Administration Run Control

(3 € mternet H 100%

Step Action

5. Use theApprove Timefor Time Reporters page to lookup employees for whom y
have approval authority and who have payable thmérieeds approval.

Enter your search criteria and use 8tart Date andEnd Date fields to search for jus
time records you need to approve between theselaes.

When readf click th&et Employees button.
Get Employees
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# MaineStreet

Add to Favorites

Mew Window | Customize Page | %,

Approve Payable Time
Approve Time for Time Reporters
GetEmployees

Description

Morth American Paygroup

Start Date |03/01/2008 [+ End Date 04102008 5

Selectan employee and click on the approve button below to approve the employee’s time for the time
period. Click on the employee’s name to view and/or approve the employee’s time. You may expand
the date range by changing the start and end dates or by leaving them blank. Leave both date fields
blank to return all employees with payable time that needs approval

Employees For Find | View Al First [ 1.2 072 [¥] Last

Total
Select |Name IE"—'"M Payable  |Taskaroup osition Humber rol
= Hours
]  Employeel Name 0022226 40000000 PSNONTASK 00013916
[T Emploves2 Name 0039734 16.000000 PSNONTASK 00019852

selectall O Clearal

Approve

GoTo:  Manager Self Service

Time Management
Time Administration Run Control

(@ € Internat E00% v

Step Action

6. The list of employees who match your search reca@sear listed in thEmployees
For ... section.

On this page, you can click tig&elect Alllink and approve time for all employees.

You can also click an employee’s name to see thalpa time entries for that
employee.

For this example, we'll click thEmployeel Naménk.
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# MaineStreet
_Home Add to Favorites

Approve Payable Time
Ermployee Narme EmplID: 0099933

Job Title:  Human Resources EmplRcdNbr: - 0

New Windaw | Customize Page | &

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

Start Date End Date

Approval Details stomize | Find | View All| B
Overview ] Time Reporting Elements ] Task Reporting Element:

Select All jm} Clear All
Approve MNext Employee

Return to Approval Summary

lect |Date Reporting | Quantity [Type Accounting Date |User ID Adjust Reported Time ~ |Comments
Code
03/02/2008 ANLY  8.000000 Hours [ AdiustReported Time G
03/04/2008 ANLY ~ 8.000000 Hours [ m ported Time ¢
03/05/2008 ANLY  8.000000 Hours [ = AdustReported Time 4.
03/06/2008 ANLY  8.000000 Hours [ E AdiustReporied Time 4
03/07/2008 ANLY ~ 8.000000 Hours [ ® AdiustReported Time 6.

0oooof;

First E 1-50f 5 E Last

Time

Dione

[ & Internat E 0% v

Step

Action

You can use th&pprove Payable Time page to approve time entries for individua
days or for all days the employee submitted timre fo

TheDate field displays the date/s the employee worked. @mewill appear for each
date and type of tim&.ime Reporting Codes (TRCs) show which type of time the

employee has reported. TQeantity field displays the number of hours for the TRC
in this row.

The Select Alllink lets you select all of the listed time recefdr this employee.

The Adjust Reported Timénks allow you to open th&imesheet page where you can
adjust the time reporter’s reported time.

For this example, click thadjust Reported Timénk for 03/04/2008.
lﬂ\d'ust Reported Tirme
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# MaineStreet

Add to Favorites

Mew Window | Customize Page | &%,

Timesheet
Employee Name EmplID: 0099999
Job Title:  Human Resources Empl Red Nbr: - 0

@ Click for Instructions

ViewBy: |TimePeriod v| Date: [03/0412008 5] (2 Retrash
ReportedHours:  32.00 Hours ~ Scheduled Hours:  0.00 Hours

== Previous Time Period DNext Time Period ==

Next Employee ==
Reported time on or before 04/05/2008 is for a prior period.

From Tuesday 03/04/2008 to Monday 03/10/2008

Submit

@ Reported Time Status - clickto hide

Date Status Total Time Reporting Code m !
03/0472008  Submitied 8.00 ANLYV w
030052008 Submitted 8.00 ANLY
0300672008 Submitied 8.00 ANLY
03007/2008  Submitied 8.00 ANLY

(i} Reported Hours Summary - click to view

@ Baiances - click to view

GoTo:  Manager Self Senvice L
Time Management
Return to Select Employee
Return to Approval Details

Dione

[ & Internat E 0% v

Step Action

8. On theTimesheet page, you can adjust the reported time entrieandnter
comments regarding the reported time.

Note: be very cautious when entering comments. They cannotbe deleted!

Click theComments button.

Page 6 of 14 Last changed on: 4/17/2008 12:59 PM



Process Document
Approve Payable Time

# MaineStreet

Add to Favorites

New Window | Customize Page | &

Comments
Employee Mame EmpIID: [uluiskietee]
Job Title Human Resources EmplRcd Nbr: - 0

Date Under Report:  03/04/2008

Operatorid  |DateTime Created |Source Comment

04/10/2008
1 0093933 112240

m E ]
Customize | Find | View All| B First ] 1 011 s

Time Reporting

Cancel

Done €D Internat E00% v

Step | Action

9. Enter your comment in theomment field.

10. | Click theSave button.

Save

Last changed on: 4/17/2008 12:59 PM Page 7 of 14




Process Document

[
Approve Payable Time

MaineStreet

# MaineStreet

New Window | B

Are you sure you want to save the comment(s) entered? (13504,10060)

Once the page is saved, the comments cannot be changed.
Press OK to Save or press Cancel to return to the Comments page without saving

OK Cancel

Dione

[9 € Internat EA00% v

Step Action

11. | Click theOK button.

Page 8 of 14 Last changed on: 4/17/2008 12:59 PM



Process Document
Approve Payable Time

# MaineStreet

Timesheet
Employee Mame EmplID 0089999
Job Title:  Human Resources EmplRed Nbr 0

@ Click for Instructions

ViewBy: |TimePeriod v|  Date: [03/04/2008 [ (2 Retrash
Reported Hours:  32.00 Hours ~ Scheduled Hours:  0.00 Hours

== Previous Time Period DNext Time Period ==

Next Employee ==
Reported time on or before 04/05/2008 is for a prior period.

From Tuesday 03/04/2008 to Monday 03/10/2008

|30 Time Reporting Code

800 800 [s00 [Bo00 32.00 PSNONTASK @ [=]
Submit

@ Reported Time Status - clickto hide

Date Status Total Time Reporting Code Comments
03/04/2008  Submitted 8.00 ANLY &
03/05/2008  Submitted 2.00 ANLY O
03/06/2008  Submitted 2.00 ANLY ]
03/07/2008  Submitted 8.00 AMLY &

(i} Reported Hours Summary - click to view

@ Baiances - click to view
GoTo:  Manager Self Senvice
Time Management
Return to Select Employee
Elurn to Approval Detalls

Add to Favorites Sign out

New Window | Customize P Saved

w

Dione

[ & Internat E 0% v

Step

Action

12.

[Return to Approval Detailg

When finished on th&imesheet page, scroll down and click theturn to Approval
Detailslink to return to theApprove Payable Time page.
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# MaineStreet
e Add to Favorites Sign out

New Window | Customize Page | B,

Approve Payable Time
Employee Name EmplID: 0099999
Job Title:  Human Resources EmplRedNbr: - 0
Select the time you wish to approve and then click the Approve button. Enter a specific Accounting Date for each row of payable
time to be published. If you wish to use the current date as the publish date, you may leave the Accounting Date field blank.
Start Date 1012008 End Date |04/10/2008
Approval Details First 4] 1.5 of 5 LM Last

Overview ] Time Reporting Elements ] Task Reporting Elements

Time
Select |Date Reporting | Quantity | Type Accounting Date |User ID Adijust Reported Time Comments
Code

01 03032008 ANLY  8.000000 Hours [51) AdiustReported Time ()

] 03/04/2008 ANLY 8.000000 Hours [s1) Adjust Reported Time Q

(| 03/05/2008 ANLV 8.000000 Hours Adjust Reported Time O

] 03/06/2008 ANLY 8.000000 Hours Adjust Reported Time O

a3 03/07/2008 ANLY 8.000000 Hours [s1) Adiust Reported Time Q
D Clear All

Approve MNext Employee
Return to Approval Summary
Done [ & Internat E 0% v

Step

Action

13.

On theApprove Payable Time page, to approve all time submitted by the employ

Click theSelect Alllink.
Select Al

19}

14.

Click the Approve button.
i Approve
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# MaineStreet

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

Once the page is saved, the time cannot be "Unapproved™
Press OK to Approve or press Cancel to not save the approval

OK Cancel

Add to Favorites

New Window | B

Dione

(9 € Internat E00% v

Step

Action

15.

Click theOK button.
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# MaineStreet

Mew Window | Customize Pag; Saved
Save Confirmation
“ The Save was successful.
< >
Done [ € Internat EA00% v
Step Action

16. | On theSave Confirmation page, click théOK button.
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# MaineStreet

Add Lo Favorites Sign out
New Window | Customize Page | &,

Approve Payable Time

Employee Name EmplID: 0039999

Job Title:  Human Resources EmplRcd Nbr: - 0

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

Start D

End Date

Approval Details

First

10f1 L Last

Adjust Reported Time

Reporting| Quantity (Type Accounting Date  |Us: Comments
Code

El

0.000000 Adjust Reported Time &}

MNext Employee

Select All jm} Clear All
Approve

Return to Approval Summary

Dione

€D Internat H100% v

Step | Action

17. | To approve time for another employee, click iext Employee button.

Mext Employee
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# MaineStreet
e Add to Favorites Sign out

New Window | Customize Page |

Approve Payable Time

Employee Mame EmplID: 0099993

Job Title:  Information Technolagy EmplRcdNbr: - 0

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

start Date (13/01/2008 EndDate |04/10/2008

First 20 1-2 of 2 L2 Last

Approval Details
rview ] Time Reporting Elements ] _Task Reporting Elements

Time

Select |Date Reporting | Quantity |Type Accounting Date |User ID Adjust Reported Time Comments
Code

(] 0210/2008 DISA  8.000000 Hours 1 AdiustReported Time {2

[ 03/11/2008 DISA 8.000000 Hours [s1) Adiust Reported Time Q

selectanl [ Clear i

Approve Previous Employee

Return to Approval Summary

[ & Internat E 0% v

Step Action
18. | When finished approving and/or adjusting time fos employee click thReturn to
Approval Summaryage.

[Return to Approval Summary |

19. | End of Procedure.
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