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1. PeopleSoft Human Resources Management System (HRMS)

UMS has invested in the PeopleSoft Human Resources Management System (HRMS),
which consists of the Human Resources, Time and Labor, Payroll and Benefits modules.
HRMS compiles all the information about an employee’s employment in a consolidated
repository.
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The Time and Labor module captures time and enables online monitoring and approval.
Some of the benefits of the Time and Labor system include tracking of multiple jobs,
application of collective bargaining contract provisions and calculation of overtime and
compensatory time.
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2. Logging in to the PeopleSoft System

To log in to the PeopleSoft System, you need to know your PeopleSoft user name and

password. This is also called your University System (UMS) account. This is different
from other e-mail accounts you might have, such as First Class. The e-mail address that

goes with your PeopleSoft account looks like:
jane.doe(@maine.edu
where in place of “jane.doe” you have your account user name. For most people, the

account user name is made up of their first and last names or some variation. If you don’t

know your PeopleSoft account username and password, please contact the computing

center helpdesk on your campus, or the UNET helpdesk at 561-3587.

Once you know your user name and password, run a Web browser such as Internet
Explorer. Tell the browser to go to:
http://www.maine.edu

This is the University System home page. On this page (see below) you will find a link

in the upper left corner called “PeopleSoft Access.” Click this link to go to the
PeopleSoft login page.

| ; University of Maine System - Microsoft Internet Explorer

= Back - = - @ i | @Search [3] Favarites @Media @ | %v =0 i

=8| -10| x|

File | Edit  Wiew Favorites  Tools  Help ﬁ

Address [€] http: /v, maine, edu j o

Search site:

@ Board of Trustees |enter kE}-"‘."‘."DFd mearch

.‘ Chancellor

* PeopleSeft Access
UM at Presque Isle | P Y Froj
< .‘ Systemwide Services rajact

* Puklic Education Partnership

P kil
" P proflile Hf-' UMS Strategic Planning Process
-‘ News

)Univopait, of Maine System

- n I’University College
University of Maine

B I fTransf-er Services IN THE NEWS. . .

"BalAdamri T ihmit= 1M S hinard nuf
4
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|5E:| I_ I_ I_ |ﬂ Inkernet

4
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Here is what the PeopleSoft login page looks like:

Z Peoplesoft & Sign-in - Microsoft Internet Explore <@ _|0O]
File  Edit ‘Wiew Faworites  Tools  Help |.
& Backt' - - &3 i | Qi search  [&]Favorites lfMedia ¢4 | N Sh -

Address I@ https://pspartal maine. edufpspyP APRD) Femd=login j @GE

Language: English Espafinl Francais
Italiano Deutsch Francais du Canada
H#EE Porugués  Mederlands
E@BPT  EEPE Svenska
User ID: |
Password: |
SianIn |
CUSTOMERS - SUFFLIERS - EMFLOYEES

@ 1998-2002 PeopleSoft Incorporated. All rights reserved. People power the intemet’ m
" = N T .

- ™

Fill in your PeopleSoft user name in the User ID field and your password in the Password
field.

PeopleSoft is case sensitive. If you are having difficulty with your login or password,
check the status of your Caps Lock key. Make sure you are entering your login and
password in the correct case.

Sign |
Then click the ﬂl button to finish logging in. This will show you the Portal Menu.

When you are finished, always remember to sign out from PeopleSoft. To do that, click
the sign out button that is always in the upper right of your PeopleSoft page:

Q

2 Hame S Sign out
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3. Time and Labor Terms and Concepts

In PeopleSoft Time and Labor we use the following terms:
Time Reporter
Time Manager
Reported Time
Payable Time
Time Administrator
Time Approver
Workgroup
Dynamic Group

1. A time reporter (usually an employee) enters his or her time into PeopleSoft on a
daily basis.

2. A time manager enters time for a group of employees.

3. Reported time is the time entered by time reporters and managers. No rules have
been applied and no processing done on the time data as yet.

4. Payable time is the term used once the time administration process has been run
against the reported time. This process is run nightly. Time administration
calculates rules such as overtime and generates exceptions if errors are found.

5. A time administrator reviews and cleans up exceptions and enrolls employees in
Time and Labor.

6. A time approver reviews and approves payable time in PeopleSoft on a weekly
basis. The approver may need to request that time reporters make corrections.

7. A workgroup is a set of time reporters who share compensation requirements
such as pay frequency, union, work location. Examples are:
Police
Federal work study students
Salary exempt employees

8. A dynamic group of time reporters is set up for reporting or processing purposes
- for example, a group of employees in the same department or who have the
same supervisor. The members of a dynamic group may belong to different
workgroups. As an example, a dynamic group for a facilities department might
include an administrative associate, an engineer and a painter.
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Tasks of a Time Approver:
* Review all time for current and prior periods for a group or individual time
reporter assigned to them via online approval screens and PeopleSoft reports
* Approve time online
* Resolve discrepancies in reported hours with time reporter and/or manager
* Ask employees to make changes/re-enter their time online
* Review time that is resubmitted for approval.

Time Approvers Do Not:
* Change reported hours without consulting the time reporter. Instead, they ask the
time reporters to submit changes to their time.

What if Time Isn’t Approved on Schedule?

If payable time is not approved on Monday, the employee will not be compensated for
unapproved hours. It is the employee’s responsibility to report time daily; it is the time
administrator’s responsibility to manage any exceptions daily; and it is the time
approver’s responsibility to review and approve the time on Monday. When all of these
responsibilities are met, the employee is paid accurately and on time.

Time Approval Guide 5 HRApprov01.RO
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4. The Weekly Time and Labor Process

Overview

Monday-Friday

o N

11

Time Reporter Time
enters time Administration
applies rules

Time Administrator
manages exceptions

Time Approver
Approves time

Time sent to
Payroll

Your role in this diagram is the Time Approver.

Time Approval Guide 6
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Weekly Calendar of Tasks for the Time Approver

Tuesday-Thursday

Friday

Monday Morning

* Review employees’
time via reports

* Speak to employees
if you have any
questions about time
reported.

* Run Payable Status report to
review payable time

* Speak to employees who have
not yet entered time and
remind them to do so before
the weekend

* Resolve any time reporting
discrepancies before the
approval process on Monday

* Approve time*

* Time Approval is not a daily task, and should not happen before Monday morning.
Approving time as it is entered during the week generates unnecessary corrections and
adjustments and negative hours that require approval. It also impedes Federal Fair Labor
Standard Act requirements. By Monday time reporters have had the workweek to report
time, adjust time for illnesses, vacations, shifts and call-back time that cannot be

anticipated.

Time Approval Guide
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5. How Managers Enter Time for Time Reporters in
PeopleSoft

* A Dynamic Group of employees may be assigned to a Time Manager for time entry
* A Manager enters time for employees via the self service menu

* Elapsed time is entered for hourly and monthly employees

* Punch Time is entered for student employees

Navigate to Elapsed or Punch Time Entry

1. From Portal Menu : PeopleSoft > Human Resources Employees

2. Home > Self Service > Manager > Tasks > Weekly Elapsed Time or
Weekly Punch Time

Q

SHArch

= Home = Workist . Add to Favories
Menu Home = Self Serdce » Manager = Tasks
."l_ 0
I+ Employes SeltSemice [d Manager F Tasks
: : Elap:
Qi |
Wik Punch Tl e
A oo e iy Group
= Learning Solulions 7.6 Aporove Time by Time

= Human Besources 1.5
= Financials Supply Chain
g4

Time Approval Guide
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Enter Employee ID and Date to report time

Homme = Self Senice = Manadger = Tasks = Weekhly Elapsed Time

Enter employee
ID or click the Weekly Elapsed Time

magnifying i i
glass to pick Use the following search to access or report Elapsed Time.

from a list.
ErmpliD: Ql @
Date: | 02/11/2003 |[53] Enter date in dd/mm/yyyy

J Search | Clear | Basic Search format or select calendar
icon to select.

Click Search

When an employee selects a date, the time entry workweek will automatically default to
Sunday through Saturday. If a manager selects a midweek date, for example Tuesday, the
workweek in the time entry screen will begin with that date and show the next six days.

EmpliD;| 0042126 =
Date:  |01/19/72003 |E
| Search | | Clear | Basic Search

Search Results

1.2 of 2
EmpliID Empl Bcd Nbr Date Name Workgroup Department Short Description
0042136 0 D1 &r2002 Studenteleven, Sammy Fuwsra Fi%S BA DACE Clerk
0042126 1 0182003 Studenteleven Sammy Fuwsra FWWE BA Sk OACE AAl

Select the job you want to report time for

As shown above, you may see more than one row if a job has multiple rates of pay or if
the employee’s compensation has changed since the implementation of PeopleSoft
HRMS. Click on the row that represents the position for which you are entering data.

Time Approval Guide 9 HRApprov01.RO
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Enter Hours and Time Reporting Codes

Enter or change time reparting data in the following takle.
If additional lines for time entry are needed, press the "Add a Mew Line" pushhutton,

@ Feported time on or before 014 7/2004 iz for a prior period.

From Sunday 12/14/2003 to Saturday 12/20/2003

Sun Mon Tue Wed Thu Fri Sat ) . o
1244 1215 1216 1217 1248 1249 12pp  V'meReporting Code Short Description b

0.000000 ||8.000000 ||8.000000 ||8.000000 ||0.000000 ||8.000000 | 0000000 ||REG v | Regular

Enter hours per
day per time
reporting code

1=

0.000000 ||0.000000 ||0.000000 |)0.000000 ||8.000000 |/0.000000 ) 0.000000 | SICK v | Sick

1=

Add a Mew Line
Save

Total Approved Non-Shift Hours: 0.000000
Total Approved Shift Hours: 0.0a000a Show A
Total Submitted Non-Shift Hours: 40.000000
Total Submitted Shift Hours: 0.000000

Each reporting code needs its own line. To enter data for a new reporting code, click the
| AddaNewLine | pyion. Be sure to click ﬂ after entering data.

Please refer to the manuals for Elapsed Time Entry and Punch Time Entry for more
information on the time entry process.

Time Approval Guide 10 HRApprov01.RO
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6. How to Approve Time in PeopleSoft

A time approver may be responsible for the review and approval of payable time for
individual time reporters or a dynamic group of time reporters. We will look at:

* Approving time by dynamic group,

* Approving time by individual time reporter,
* Reviewing approved time.

Approving Time for a Dynamic Group

Navigate to Approve Time Tasks
1. From Portal Menu : PeopleSoft > Human Resources Employees

2. Home > Self Service > Manager > Tasks > Approve Time by Group
Or Approve Time by Time Reporter

Search:

Q

Haome = Self Service = Manager = Tasks

F_ e
[d Manager [dTasks
1 Wieekly Elapsed Time

SR8
e Weekly Funch Time
Approve Time by Group

& Home & warklist e At

Approve Time by Time Reporter
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Approve Time by Group:

Home = Self Service = Manager = Tasks = Approve Time by Group

Approve Time by Group

Enter dynamic group ID or

- s e click magnifying glass
Find an Existing Value (1) Seon fo sick frer st

Group 1D Ql @
Start Date: & Enter date in dd/mm/yyyy

format or select calendar
End Date: |11/1572003 |Ei] icon to select.

| Search | | Clear | Basic Search

Click Search

After you define the group and the dates you want to review, and click “Search”, you will

be brought to a screen where you can see the total hours reported for each time reporter in
the dynamic group:

A

& Home
2D

{ Apprave Payable Time (Group) ‘1‘_

Approve Payable Time for a

Group
Group Information

Group ID: KPLT1 UMFK Facilities Managerment Byl
Payable Time From 11/09/2003 To 11/15,2003 [«
Approve  Approval Status Hame Job Code Description  Actual Hours Total Hours More ..
F MNeeds Approval Testd Testdd433353171  Security Guard 1 14.000000 14.000000 More ..
K MNeeds Approval Testd Testdd433373685  Administrative Assistant 40.000000 40.000000 More ..
Check box to

approve total hours.

Approve All

Time Approval Guide 12 HRApprov01.RO
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Select the “Approve” box in a row to insert a check mark and approve all of the time

Approve All | to approve all the time

Save

submitted for that one employee. Select

submitted for all of the employees in the dynamic group. Select
work.

to save your

To see the details of the payable time for one employee in the group click on More

Approve Payable Time From 11092003 To 11/15/2003

*Date Approve Payable Status (T;:::l;; Reporting Quantity TRC Type Taskgroup More...
111002003 F] Meeds Approval REG 2.000000 Hours PSMOMNTASK Mare...
111112003 Fi Meeds Approval REG 8.000000 Haurs FEMOMNTASK hlore...
1101 212003 F] Meeds Approval REG 2.000000 Hours PSMOMNTASK hiare...
11132003 Fi Meeds Approval JURY 4.000000 Hours PSMOMNTASK haore..
111212003 Fi Meeds Approval WAC 4.000000 Hours PSMONTASK hiare...
111452003 il ~Aemroual DEG 2.000000 Hours FEMONTASK More...
Check box to
SelectAll approve total hours. | Return to GrouplD: KFLT4 Link to return to
Approve Time by
Bl sausl 2 Return tn Search | Group screen.

The above detail screen is exactly what you would see for this employee if you had
selected Approve Time by Time Reporter. Check the “Approve” box to approve
individual lines of payable time.

Select 524l |6 approve all the time submitted for that employee.

Time Approval Guide 13 HRApprov01.RO
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Approving Time by Individual Time Reporter

Home = Self Service = Mananer = Tasks = Approve Time by Time Repor

Approve Time by Time Reporter

- . . Enter employee ID or

Find an Existing Value ciick the magnifying
glass to conduct
specific search.

ErmpliD:; 0013123 ﬂ
Start Date;| 1170952003 @

Enter start and end dates in
End Date: |11/15/2003 | dd/mm/yyyy format or select
| Search | | Clear | Baszic Search calendar icon to select.
Search Results Click Search

1 of 1

EmpliD  Empl Rcd Hbr Start Date End Date  Hame
00131230 1102003 1152003 Testd Test44333TIEEA

Click the job record to review payable time:

Time Approval Guide 14 HRApprov01.RO
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Approve Payable Time
Test4433373685 Testd ID: 0013123

Job Title: Administrative Assistant | Empl Red#: 0

Approve Payable Time From 11/09/2003 To 11152003

*Date Approve Payahle Status (T:sz Reporting Quantity TRC Type Taskgroup More...
1102003 F] Meeds Approval REG 8.000000 Hours PSMOMTASK More...
11102003 F] Meeds Approval REG 8.000000 Hours PSMOMNTASK More...
T1M 202003 F] Meeds Approval REG 8.000000 Hours PSMOMNTASK More...
111132003 F] Meeds Approval JURY 4000000 Hours PEMOMNTASK Maore...
111132003 IFl Meeds Approval WAC 4000000 Hours PSMOMNTASK More...
1101452003 IFl eds Approval REG 8.000000 Hours PEMOMNTASK More..

Select All Check box to

approve total hours.
=] Save) 1 Return to Search )

The above screen is exactly what you would see if you had selected Approve Time by

Group and then the More link next to an employee’s total hours. Check the approve box
to approve individual lines of payable time. Select ___#*=ct4! to approve all the time

submitted for that employee.

Reviewing Approved Time — Payable Time Detail

To review the time you have approved or payable time that is awaiting approval, you can
use the Payable Time Detail view. It provides a detailed view of an individual
employee’s payable time processed by time administration. The view in Payable Time
Detail is similar to the approve time screen for an employee. The view has a line for each
TRC reported for each day and the payable status of that time. The view will return seven
days of data based on the start date provided in the selection criteria; therefore if you
want to view a workweek, enter a date that falls on a Sunday as your start date.

When to View Payable Time Detail

You can view Payable Time Detail for individual employees, at any point during the
week to review the payable status, time reported by day and TRC.

Time Approval Guide 15 HRApprov01.RO
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To Run Payable Time Detail do the following:

1. Navigate to Payable Time Detail:

Home > Self Service > Manager > View > Payable Time Detail

2. Enter selection criteria:

Payable Time Detail

Find an Existing Value

ErmpllD:

Start Date:

Q

bl €

Enter EmplID. Use Time Reporter by
Dynamic Group report if you need to
lookup an EmplID value.

Search | | Clear | Basic Search | workweek.

Click Search when you have
entered EmplID and start date

3. Output looks like:

Enter date that falls on Sunday
if you want to view an entire

Payable Time From 11/12/2003 To 11/18/2003

Time
Reporting
Code

REG
JURY
WA
REG
REG
REG
REG
BICK
SICK
SICK
WA

Frevious Week |

Quantity

8.000000
4.000000
4.000000
8.000000
8.000000
-g.000000
10.000000
8.000000
-8.000000
§.000000
2.000000

Type

Hours
Hours
Hours
Hours
Hours
Hours
Hours
Hours
Hours
Hours

Hours

MextWeek |

*Date Payable Status
111272003 MNeeds Approval
111352003 Meeds Approval
111352003 Meeds Approval
11M14/2003 Meeds Approval
111772003 Approved - Goes to Payroll
1172003 MHeeds Approval
111772003 MNeeds Approval
11M18/2003 Approved - Goes to Payroll
111852003 MHeeds Approval
111872003 Meeds Approval
110182003 Meeds Approval

Time Approval Guide

Click to view prior 7
days or next 7 days

16

Taskgroup

PESMNOMTASK
PEMNOMTASK
PEMOMNTASK
PESMNOMTASK
PEMOMTASK
PSMNOMTASK
PESMNOMTASK
PEMOMNTASK
PESMNOMTASK
PEMNOMTASK
PEMNOMTASK

6/8/2004

For Approved time
Click More... to see

who approved the
time and when.

More...

HRApprov01.RO
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“Rabbit Hutching” Problem

“Rabbit hutching” is caused by setting up retroactive Time Reporter
Data (workgroup change) without checking first to see if there is time
reported. The first warning of rabbit hutching is an exception for hours
submitted when the time reporter was inactive.

To fix the problem, you must call Central Payroll. Central Payroll has to use the correct
history to:

Fix job data

Reset Time Reporter Data

Run Time Administration

TRCs for Time Approvers

For information on the TRCs used by Elapsed Time Reporters, please consult the Elapsed
Time Entry manual. There are several TRCs that those Time Reporters do not use, but
which appear in Time Approver screens. These TRCs correspond to time categories
calculated by the Time Administration process. Here is a list of these special TRCs:

TRC Description

OVT Overtime hours to be paid

SHFC Colt shift differential

SHFM Service and Maintenance shift differential
SHFNR Non-represented shift differential
SHFOPI Police and Security shift 1 differential
SHFOP2 Police and Security shift 2 differential

Time Approval Guide 17 HRApprov01.RO
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7. Time and Labor Reports and Inquiries

There are several reports that the University of Maine System has implemented to
facilitate the time approval process. The appendix of this manual contains a quick
reference on the locations of the reports, inquiries, views and documentation regarding
parameters and output.

Most Commonly Used Time and Labor Reports

Report Name

Description

Use(s)

Time Reporter By
Dynamic Group

Provides a listing of all the time
reporters who belong to a given
dynamic group during that timeframe
and their employee ID numbers.

This report is very helpful
for time approvers and
those entering time for
others, so you do not need
to look up ID numbers in
PeopleSoft.

Payable Status
Report

Provides a snapshot of Time and
Labor information by workgroup.
For each employee and each job
record it lists the date time was
reported, the status of the time
(approved, needs approval, taken by
payroll, etc.) and the quantity of
hours reported by time reporting
code.

Run this report before the
approval process to review
payable time and anticipate
changes and additions that
need to be made to time to
complete the approval
process.

Time Card Report | Provides the detail of the reported Can be run for individual
time entered by the employee and the | employees, at any point
payable time (time that has been during the week to review
processed by time administration) the time reported and
results. Detail includes payable processed in Time
status of each day and TRC under Administration.
report, total number of hours for the
entire time period under report and
any outstanding exceptions.

Monthly Time Provides reported hours by date, time | Run this report after the end

Report reporting code, pay rate and details of the month to have a
the account that each line was comprehensive review of
charged to. Also totals monthly the monthly hours,
hours for each employee in the compensation and
dynamic group. accounting for employees’

efforts.

Time Approval Guide 18 HRApprov01.RO
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Report Name Description Use(s)
Time Reporter Lists any exceptions that have been | Run the report for your
Exceptions generated for a time reporter during a | dynamic group daily to
specified time period. The report is identify any exceptions
run for a dynamic group. generated during the nightly
time administration process.
Time Usage and Provides a snapshot of the hours Can be run for department
Accruals Report earned and taken and the total to review and manage
balance for vacation (Annual Leave), | vacation, sick and comp.
sick and compensatory time for time balances.
employees in a specific payroll run,
business unit and department.

Navigating to PeopleSoft Reports

The reports are located under several menu paths in PeopleSoft:
Home = University of Maine System = Time Lahor = Reports

& HRMS
&8 Payroll
& Technical Support

[d Feports

& Process

[ﬂTime Labar

Payable Status Report

Monthly Time Report

Time Reporter By Dynamic Group
Time Reporter Exceptions

Time Usage and Accruals Report

YVVYYV

Home = AdministerWorkforce = Capture Time and Labor = Reports

& Administer Workforce (GBL) | & Manage

[ﬂ Capture Time and Labor < Inguire
1 W Process

[ﬂ Reports

> Time Card Report

Time Approval Guide 19 HRApprov01.RO
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How to Run Reports

Once you’ve navigated to the report you want to run and selected it, PeopleSoft will ask
you to enter a Run Control ID.

A run control is a database record that provides values for settings such as:
* Time and date to run a report
* Time and location to print a report
* Parameters that determine the content of the report, such as the business unit or
time period on which to report

Home = University of Maine Systermn = Time Labor = Repors = Payable Status Report

Payable Status Report

Find an Existing Value

Fun Contral 1D |

[ Case Sensitive
| Search I | Clear I Basic Search Enter a Run Control ID

or select to

pick from list.

Add g Mew Yalue

Enter a Run Control value or click search to view your existing run controls. To create a
new Run Control ID click the £dd & Mew Value Jink

Once you have entered a run control value, you will be brought to a parameters screen,
where you can define the criteria for your report output:

When you have entered the parameters, click __PU o submit the report.

Time Approval Guide 20 HRApprov01.RO
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e
£ Home

]." Payable Status Report ‘1‘_
Run Control ID:  myreport Report Manager Process Maonitor Run
Language: I English :I'
Description: |
Group ID: I*”*STD8 4 Pay Group: ISTU QJ
Start Date: |11m1xzuu3 B4 End Date: |111:3m2m33 B
™ approved ™ Estimated " Rejected
™ Closed ¥ Heeds Approval ™ sent to Payroll
™ Diluted ™ Paid ™ Taken by Payroll
Business Unit: |'~-”"15'3'I A University of Maine at Augusta ™ Include All Business Units
=] Save] 1 Retun ta Search:l L= Hextin Lizt | [+ Previous in List] E-I-Add:l A=

You will be brought to the Process Scheduler:

Time Approval Guide 21 HRApprov01.RO
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Horne = University of Maine Systern = Tirme Labor = Beports = Payable Status Report e WYind o

Process Scheduler Request

User ID: 0o15111 Run Control ID; TV

Server Name: @ RunDate:  |01/26/2004 B

Recurrence: * | Run Time: 4:28:45FM

Time Zone: w Resetto Current DatefTime |

Select Description Process Name Process Type *Tune *Format

Payable Status Report UMTLOOT SQR Report @@ Ew

| 0K || Cancel ]

In this screen you should fill in the server name (PSUNX) and select your output in PDF

format that you can view on the Web. When you have completed this information, click
8] 24

You will return to the parameter screen (and be tempted to click run again, but
don’t!). The Process Instance number in the upper right hand corner of the screen, under
the Run button, tells you that the report has been submitted:

Feport Manager Process Monitor Fun

Process Instance: 390745

Click the Report Manager link to view the report status:
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& Home 2 Wworklist A pdd to Favorites

otne = PeopleTools = Report Manager = Inguire = Report List et Wind o

Feport List \: Archived Reparts ‘.
User: pots111 Q) Process Type: v|

Status: | v| Last: Refresh

Select ::).Epl:ll‘t ::lrs[;znce Report Description Request Date/Time Format Status
F] 28355 39084  Payahle Status Report 0200352004 12:39:37PM  Acrobat (% pdf Processing
O 29354 39083  Time Usage and Accruals Repaort 020372004 11:02:23AM  Acrabat (. pdf) Posted
F 293453 39082 Time Usage and Accruals Report 020372004 10:59:404M Acrobat (" pdf) Posted
O 29352 39081  Payahle Status Report 020252004 117 24PM  Acrobat (5. pdf) Posted

Delete |Clickthe delete button to delete the selacted repaortis)

Click _ Refresh | o update the display, if the report status is Scheduled or Processing.

Report Description Request Date/Time Format Status Details

Fayable Status Report 02/032/2004 12:39:37PM  Acrobat (*.pdf) Fosted Details  Wiew
Time Usage and Accruals Report 02/0372004 11:02:23AM  Acrobat (* pdf) Posted Cetails  Wiew
Time Usage and Accruals Report 02/02/2004 10:59:40AM  Acrobat .pdf) Fosted Details  wWiew

When the Status reads “Posted,” click View to open the report output.
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p ReportiLog Viewer
Instance: 39084 Type: SOFE Eeport
Name: URITLOO1 Run Cntl ID: TV
Status: Success Submitted By: 0015111
Server: PEUNX Recwrrence:

Payable Status Report

Message Log 1191 bytes 2004-02-03 12:39:41
Tr i 0 bytes 2004-02-03 12:39:39
mtl001 39084.PDE’ 5109 bytes 2004-02-03 12:39:41

Click the link with the PDF extension to open the report in Adobe Acrobat Reader.

Sample Output:

Dynenic Group: EFLTL Yun Date B8-TAH-2004

Audit Inquiry

There are two audit inquiries in PeopleSoft that are helpful if a time approver is trying to
learn who performed a specific action or actions in the system and/or when the action
occurred. The Punch Time and Elapsed Time Audit inquiries are located under the
following menu path:

Home = Administer Workforce = Capture Time and Labaor = Inguire

& Administer Workforce (GBL) | & Manage
[d Capture Time and Labor [l:l Inguire

& Process
& Reports
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8. Corrections to Time

The specific instructions for correcting punch and elapsed reported time and payable time
appear below:

Punch Reported Time (Before Time Administration Runs)

Deleting Punch Time
1. Navigate to student punch time entry screen for the week that needs to be changed
2. Delete the punches that were inaccurately reported
3. Save

Results
e Time Administration will calculate total hours for the week
* Time Approver will not see originally reported hours.

Adjusting Punch Time
1. Navigate to student punch time entry screen for the week that needs to be changed
2. Delete the punch that was inaccurately reported
3. Enter new punch for the correct time
4. Save

Results
* Time Administration will run
* Time Approver will not see adjustments. Will see positive hours that needs
approval.

Punch Payable Time (After Time Administration Runs)

Deleting Punch Time
Instructions
1. Navigate to student punch time entry screen for the week that needs to be changed
2. Delete the punches that should not have been reported
Note: PeopleSoft will not recognize the modification unless it has new time to process
when time administration runs.
3. Enter one minute offset, so time administration will have new time to process.
Next time Time Admin runs it will recalculate time for entire week.
* Example: 12:00PM IN, 12:01PM OUT
4. Save

Time Approval Guide 25 HRApprov01.RO



UMS PeopleSoft HRMS 6/8/2004

Results:
* Time Administration will process new punches and recalculate time for that week,
including deleted punches.
* One minute offset will not affect employee’s payable time or paycheck.
*  One minute offset will not appear on approval screen.
* Approver will see deleted time as negative time that needs approval.

Adjusting Punch Time
1. Navigate to student punch time entry screen for the week that needs to be changed
2. Delete the punch that was inaccurately reported
Note: PeopleSoft will not recognize the modification unless it has a new punch to process
when time administration runs.
3. Add a new punch and enter the correct time
4. Save

Example: Student reported 8AM IN and 12PM OUT, but should have reported
11AM OUT

* Delete 12PM OUT punch

* Add a punch and enter 11AM OUT

e Save

Results
* Time Administration will run and recalculate hours
* Approver will see: deleted hours as negative time that needs approval (example: -
4 hours) and positive time for the adjustment (example: +3 hours) that needs
approval.

Elapsed Reported Time (Before Time Administration Runs)

Deleting or Adjusting Elapsed Time
1. Navigate to Elapsed Time entry screen for week that needs to be adjusted
2. Adjust, add and/or delete hours that are incorrect

Note: You do not need to delete a row, just change hours.

Results:

* Time Approver will not see originally reported hours, because they were never
picked up by time administration.
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Elapsed Payable Time (After Time Administration Runs)

Deleting Elapsed Time

1. Navigate to Elapsed Time entry screen for week that needs to be adjusted

2. Print the screen shot of the reported hours by clicking on the “*# icon in Internet

Explorer.

(98]

Handwrite the changes you want to make to the time on your printout.

4. Add a new line. Re-enter the correct hours for that TRC, entering a blank or

leaving a zero for the day you are deleting.

Adjust hours as needed to other TRC lines

6. DELETE entire original line containing the incorrect hours (even i
were reported accurately for that TRC)

N

Example:

f other days

* 8 REG hours were originally reported REG and should have been reported as

VAC
* Handwrite changes on printout:

Mark incorrect

From Sunday 11/16/2003 to Saturday 11/22/2003 time entry

Sun Mon Tue Wed Thu Fri
1116 1117 11/18 11/19 11720 1121

0.000000 | &8.000000 0.000000 | {10.000000 ||0.000000 Sfﬁﬂm/ﬂﬂ 0000000 || REG

0.000000 | 0.000000 G.000000 ||0.000000 | 0.000000 ||0.000000 ||0.000000 || SICk

0.000000 | 0.000000 2.000000 0o ||0 g 100 ||0.000000 || WAC

Handwrite /v

correction

g Code  Short Description
w | Rengular
W | Bick

| Wacation

* Delete erroneous hours and enter correct hours -
3. Delete line that

had erroneous time

From Sunday 11/16/2003 to Saturday 112272003

1. Add a
new line
and re-
enter
correct
time for
TRC

?:Ixnm '1"1":'1':- “?13 T:?fg I%u ﬁr1|rz1 1?}22 Time Reporting Code Short Description
0 ooooT o oo oo T LPOrErorer T o oo o TOoroe TP oo REL W Regular
0.000000 | (0000000 |[s0oo000 |[o.0ooooo |[o.000000 |[aooc ¥ [oooooon |[sick v | sick

0.000000 |[0.000000 (2000000 |[0.000000 s.uuuuu 0.000000 |[vac | vacation
0.000000 |(8.000000 |[0.000000 |[10.000000 |[0.000000 ||0.000000\[0.000000 || REG v | Reqular

2. Adjust/add hours
as appropriate

Results:

Time administration will calculate the time as most recently reported.
Approver will see negative hours for the original hours reported that needs

approval and positive hours for the new time entered that needs approval.
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Adjusting Elapsed Time
1. Navigate to Elapsed Time entry screen for week that needs to be adjusted
2. Change the erroneous time

Note: You do not need to delete a row, just change hours.
3. SAVE

Results:
* Time administration will calculate the additional hours, or fewer hours and
calculate overtime if warranted.
* Approver will see negative hours for the original hours reported that needs
approval and positive hours for the new time entered that needs approval.
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9. Why the University of Maine System Tracks and Approves
Time

It’s the Law

The Fair Labor Standards Act (FLSA) was originally passed by Congress 1938 to provide
for the establishment of fair labor standards in employments in and affecting interstate
commerce, and for other purposes. The Fair Labor Standards Act (FLSA) establishes
minimum wage, overtime pay, recordkeeping, and child labor standards affecting full-
time and part-time workers in the private sector and in Federal, State, and local
governments. Covered nonexempt workers are entitled to a minimum wage of not less
than $6.25 an hour, effective January 1, 2004. Overtime pay at a rate of not less than one
and one-half times their regular rates of pay is required after 40 hours of work in a
workweek. The University of Maine System and its employees come under the auspices
of this law.

Hours Worked

The Fair Labor Standards Act requires that employees receive at least the minimum wage
and employees in nonexempt positions may not be employed for more than 40 hours in a
week without receiving at least one and one-half times their regular rates of pay for the
overtime hours. The amount employees should receive cannot be determined without
knowing the number of hours worked.

Every employer covered by FLSA must keep certain records for each covered,
nonexempt worker. The records must include accurate information about the employee
and data about the hours worked and the wages earned. The following is a listing of the
basic records that an employer must maintain:

* Employee's full name and social security number;

* Address, including zip code;

* Birth date, if younger than 19;

* Sex and occupation;

* Time and day of week when employee's workweek begins. Hours worked each
day and total hours worked each workweek.

* Basis on which employee's wages are paid;

* Regular hourly pay rate;

* Total daily or weekly straight-time earnings;

* Total overtime earnings for the workweek;

¢ All additions to or deductions from the employee's wages;

* Total wages paid each pay period;

* Date of payment and the pay period covered by the payment.

Information about the Fair Labor Standards Act was compiled from the Department of
Labor. You can read more about the Act at:
http://www.dol.gov/dol/compliance/comp-flsa.htm
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Time Reporters by Dynamic Group Report:

Purpose of report

6/8/2004

The Time Reporters by Dynamic Group report can be run for a Dynamic Group for any
dates selected. It provides a listing of all the time reporters who belong to a given
dynamic group during that timeframe and their employee ID numbers. This report is very
helpful for time approvers and those entering time for others, so you do not need to look
up ID numbers in PeopleSoft. Experience has shown that the ID lookup function is very

demanding on the system and causes processing delays.

When to run report

You can run for your dynamic group(s) and print a copy to keep on your desk. If any

changes have been made to your group you should rerun the report.

Navigate to Time Reporters by Dynamic Group report:
Home > University of Maine System > Time Labor > Reports > Time Reporter by

Dynamic Group

Parameters

_; Tirre Reparer By Dynamic Group "|I_

Run Cantrol IDe T2

Groaip ID: [1PLT IE‘J UMFE Faciliias Management BV

Business Unit; VM52 B Gaparsity of Maine Fart ent

Beporananer  Process Monlhor

Run

Enter or search for
Dynamic Group ID

Business is gray and
cannot be changed.

Output
Date Run: 12/02/2003 University of Maine System
Time Run: 09:45:45

Business Unit:
Dynamic Group:

UMSO3 University of Maine Fort Kent
KPLTI

Last. First. Ml

Name Emplid Red
Test4, Test4433340548 0010560 0
Testd, Test4433340548 0010360 |
Testd, Testd43334 18061 0010661 0
Testd, Test4433353171 0011536 0
Testd, Test4433366600 0012573 0
Testd, Test443336825] 0012701 0
Testd, Test4433372320 0013017 0
Testd, Test4433 s 0013123 0
Testd, Test443339 0014834 0
Test4, Test443339777 0014989 0

Time Approval Guide

UMFK Facilities Management BWK

Payarp

30

Time Reporters By Dynamie Group

Report 1D:

Page No. |

UMTLO004

appears in this column

DeptlD Date of Hire Supervisor

}]:}:{m 05-DEC-1988

BPINT  220U1 1974 Emplid of supervisor
KPLNT  01-SEP-2001

KPLNT 19-DEC-2002 when available.
KPLNT  10-JUL-2000

KPLNT  17-FEB-1976

KPLNT  23-AUG-1979

KPLNT  12-JAN-1998

KPLNT  13-0CT-2000

HRApprov01.RO




UMS PeopleSoft HRMS 6/8/2004

Payable Status Report

Purpose of report

The Payable Status Report can be run for each workgroup for any dates selected. It
provides a snapshot of Time and Labor information. For each employee and each job
record it lists the date time was reported, the status of the time (approved, needs approval,
taken by payroll, etc.) and the quantity of hours reported by time reporting code.

When to run report

You can run the Payable Status Report at any point in the week. It is recommended that
you run it on Friday afternoon, so you can check what time has been reported. The report
will indicate if you need to enter time for some who is out sick, remind anyone to report
time or make changes in their time, etc. before the approval process begins Monday
morning.

Navigate to Payable Status Report:
Home > University of Maine System > Time Labor > Reports > Payable Status Report

Parameters

‘( Payahle Status Report \L

Run Caontraol ID:  [Tv2 Eeport Manader Frocess Maonitar Fun
Language: I EﬂglISh 7I nEfﬂl]]fﬂ o F,nO]iQh
Description: I Not Annlicahle

Group ID: IP{F"—""I Q) PayGruup:I Q)
Start Date: |11m!axzn|33 ] End Date: |11xzzxzn£|3 ]

Place a check ¥ Approved ™ Estimated ™ Rejected

mark beside

payable status(es) ™ Closed ¥ Heeds Approval ™ Sent to Payroll
you want to return

on the report. [ Diluted ™ Paid [™ Taken by Payroll

The following Payable Statuses can be selected and will appear on the report output:

* Approved

*  Closed

* Needs Approval
* Rejected

Time that has been sent to Payroll will be labeled closed.
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Number of
Output hours

reported
PacpleSoft
Report ID: TLOOL FPayable Status Report Page Ho. 1
For the period : 11/02/2003 through 11/22/2003 Dynamic Group: EPLTL All TRCs=hours Run Date 0Z-DEC-20
Payable status{es] selected : 'AP', 'ES', 'NA', 'EP', 'TB' Run Time 10:21:09/AM
Employes Employes Date Under Pavable Time Bpbg TRC TRC
Hame 0 Recardg Report Eratus Code Description Type
Tastd, Teatd4313340G4E 0J1056d o 11/06/2003 Approved REG Regular Hours 8.a000
Testd, Testdd23340548  DO10560 o 11/07/2003 pproved REG Regular Hours 3.0000
Tastd, Teatdd13340548  DOL0EEQ o 11/08/2003 Ipproved REG Regular Hours 8.0000
Tamtd, Teabdd13340548  DO10EEQ 1 11/02/2003 Ippreved REG Regular Heurs 1.0000
Testd, Testdd13340548  DOL0EEQ 1 11/82/2003 hpproved EHEPL Police Ehift Differential Rate  Hours 1.0000
Testd,Testdd13340548  DOL0EEQ 1 11/03/2003 Approved REG Regular Hours 5.0000
Testd, Testd431334 0548 0J1056d 1 11/03/2003 Approved EHFPL Polic= Ehift Differential Hate Hours 8.a000
Testd, Testdd31334 0548 0J1056d 1 11/04/2003 Approved REG Regular Hours T7.0000
Tastd, Teatd4313340C4E 0J1056d 1 11/04/2003 Approved EHFPL Polic= Ehift Differential Hate Hours T7.0000
Teatd, Teatdd23341861 0010861 o 11/03/2003 Approved vac Vacaticn Hours 1.5000
Tastd, Testdd13341861  D010861 o 11/03/2003 Ipproved REG Regular Hours 6.5000
Tamtd, Teabdd13341861  D010561 o 11/04/2003 Ippreved REG Regular Hours 5.0000
Temtd, Testdd13341861  DO108E1 o 11/85/2003 Approved REG Regular Hours 5.0000
Temtd, Testdd13341861  DO10861 o 11/06/2003 hpproved REG Regular Hours 5.0000
Testd, Testdd33341861 0J10661 o 11/07/2003 Approved REG Regular Hours 8.ao000
Testd, Testdd33353171 0J11534 o 11/02/2003 Approved EHFPL Polic= Ehift Differential Hate Hours T7.0000
Tastd, Teatd4313353171 0J11534 o 11/02/2003 Approved EICK Eick Hours T7.0000
Testd,Teatdd23353171 0011536 o 11/04/2003 Approved REG Regular Hours L0000
Testd, Testdd33353171 0011536 o 11/04/2003 pproved EHFPL Police Shift Differential Rate  Hours 1.0000
Tastd, Teabdd33351171  0011E16 o 11/05/2003 Ippreved REG Regular Heurs 5.0000

The Payable Status report sorts and page breaks by payable status type.

Totals
The report totals by rows for each payable status selected:

REPCHT SUMMARY

Payable status Approved rowH: 12&
Payable statu=z Estimated Iows: a
Payable statu=s Needs Approval Trows: 11
Payable statuz Sent to Payroll rows: a
Payable status Taken rows. a
Total rowe [or report: 127
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Time Card Report

Purpose of report

The TimeCard report provides the detail of the reported time entered by the employee
and the payable time (time that has been processed by time administration) results. The
payable status of each day and TRC under report is listed for payable time. TimeCard
totals the number of hours for the entire time period under report and lists any
outstanding exceptions if they exist. The report also has lines for employee and
supervisor signatures, to be used for documentation, but the University of Maine System
is using this report for informational purposes only.

When to run report
You can run for individual employees, at any point during the week to review the time
reported and processed in Time Administration.

Navigate to TimeCard Report
Home > Administer Workforce > Capture Time and Labor > Reports > TimeCard Report

Parameters
{ TimeCard Report

Run Control ID:  blank Report Manager Process Monitor Run

Language:

Start Date: End Date:
Employees To Process First (4 10514 (] Las
EmplID: Empl Rcd #: Group ID: *Include/Exclude Indicator: E
Q (=Y =Y Include  w /

\ / To run report for additional

Enter EmplID or .
employees or groups click
GroupID
Output
REPCRTED ELAPEED TIME CETAIL
Dat= Under Tim= Rptg
Eeport guantity Type Cescription [aets
117102003 8.000009 Hours Reqular RED
11/11 /2003 8 . DODaad Hours Regqular RES
117122003 8.0000399 Hours Reqular RED
11,13 /2003 4 .0ODAAA Hours Jury Duby JURY
11/13 /2003 4 . DODaad Hours Tacatian WRT
11714 F2003 8.0000399 Hours Reqular RED . .
11/17/z003 10.000A0a Heurs Reqular nea | Emplid of supervisor
11/18/z00% & . 000000 Hours Sick s17H gppears in this column
11718 /2003 2.000049 Hours Vacatiaon VRS h ilable
11,18 2003 14 . oooaada Hours Regqular RES when avalla .
11,20 /2003 8.000aad Hours Vacation VAT
114212003 8.0000a99 Hours Vacatiaon T
Total for Amounts: a.poooad
Total for Units: d.ooooaa
Tokal for Hours: 24 . DOOODAA
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PAYRBLE TIME

Corrections to
time may appear
as negative hours

6/8/2004

Payable Status
column added to

Payable Time section

of the report

Date Under Tim= Rptg
Eeport Cuantikty Type Cescription Code
11/10/2003 8.000aaa Hours Reqular RE3
11/11/2003 8.000aaa Hours Reqular RE3
11/12 /2003 4.oo0adagq Hours Reqular RE3
11/13/2003 4.000009 Hours Jury Duky JURY
11/13 /2003 L3 elelelalala] Hours Tacation VAZ
11/14 /2003 8.000aaa Hours Reqular RE3
11/17 /2003 8.000aaa Hours Reqular RE3
11/17/200% -8.0003030 Hours Reqular REG3
11/17 /2003 1d. opoaaa Hours Reqular RE3
11/18/2003 8.000aaa Hours gick SICK
11182003 -8.0000040 Hours gick S1CK
11/18/2003 5.000009 Hours gick SICK
11/18/2003 2.0000a4a Hours Vacation wRC
11/13 /2003 8.000aaa Hours Reqular RE3
11/13 /2003 2.0000a4a Hours Cvartine ovT
11/19 /2003 -8.000aad Hours Reqular RE3
11/13 /2003 -2.000094a Hours Cvartine ovT
11/13 /2003 5.000009 Hours Reqular RE3
11/19/200% 4 .000aaga Hours Cvartins orT
11/30/2003 8.000aaa Hours Vacation wRC
11/31/2003 8.000aaa Hours Vacation wRC
Teotal for Amounts: d.ooooaa

Teotal for Units: a.ooooad

Total for Hours: &4 . 000099

QUTETAHOING EXCEPTIONE

Dak= Exceaption

Tinez Reporter Eignature:

Approval Signature:

Time Approval Guide

Approver's Hame:

[pl=ase print)
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E!ﬁe Etatusn

Heeds
Heeds
Heeds
Heeds
Heeds
Heeds

Rppr
Rppr
Rppr
Rppr
Appr
Rppr

Approved

Heeds
Heeds

Appr
Appr

Approved

Heeds
Heeds
Heeds

Appr
Appr
Appr

Approved
Approved

Heeds
Heeds
Heeds
Heeds

Appr
Appr
Appr
Appr

Approved
Approved

HRApprov01.RO



UMS PeopleSoft HRMS 6/8/2004

Payable Time Summary Report

Purpose of view

The Payable Time Summary view provides a summary view of the time reported for an
individual employee. The view in Payable Time Summary is very similar to the elapsed
time reporting screen. Hours are reported by day and TRC. The view will return seven
days of data based on the start date provided in the selection criteria, therefore if you
want to view a workweek, enter a date that falls on a Sunday as your start date.

When to run report

You can run for individual employees, at any point during the week to review the total
time reported by day and TRC.

Navigate to Payable Time Summary
Home > Self Service > Manager > View > Payable Time Summary

Selection Criteria
Payable Time Summary

Enter EmplID. Use Time Reporter by
Dynamic Group repotrt if you need to
lookup an EmplID value.

Find an Existing Value

EmpliD: Q)
Enter date that falls on Sunday
Start Date: B if you want to view an entire
Search | | Clear | Basic Search | workweek.

Click Search when you have
entered EmplID and start date

Total hours by TRC for

View the 7 day period
selected.

Payahle Time From 11/16/2003 To 11:22/2003
Time

Renorting D - T C Sun Mon Tue Wed Thu Fri Sat Total
cﬂgg ing Description yne LUITeNncy qqme 11117 118 119 11200 11 1122 Quantity
REG Regular Hours 10.000000 £.000000 16.000C
SICK Sick Hours £.000000 £.000C
WAC Wacation Hours 2.000000 a.0 ] -

OVT  Owertime Hours soogppn | Click to view Payable
Time Detail. Note: does
not enable you to return to
Summary view. /

Frevious Week | MextWeek Detail F'age_‘
I::lRe'curn to Search
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Payable Time Detail Report

Purpose of view

The Payable Time Detail view provides a detailed view of an individual employee’s
payable time processed by time administration. The view in Payable Time Detail is
similar to the approve time screen for an employee. The view has a line for TRC reported
for each day and the payable status of that time. The view will return seven days of data
based on the start date provided in the selection criteria, therefore if you want to view a
workweek, enter a date that falls on a Sunday as your start date.

When to run report
You can run for individual employees, at any point during the week to review the payable

status, time reported by day and TRC.

Navigate to Payable Time Detail
Home > Self Service > Manager > View > Payable Time Detail

Selection Criteria

Payable Time Detail Enter EmplID. Use Time Reporter by

Dynamic Group repotrt if you need to
lookup an EmplID value.

Find an Existing Value

EmpliD: QJ
Enter date that falls on Sunday
Start Date: B if you want to view an entire
Search | | Clear | Basic Search | workweek.

Click Search when you have
entered EmplID and start date
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View
Payable Time From 11/12/2003 To 11/18/2003

Time
Reporting Quantity
Corle
REG £.000000
JURY 4.000000
WAL 4.000000
REG 8.000000
REG £.000000
REG -8.000000
REG 10.000000
SICK £.000000
SICK -8.000000
SICK 6.000000
WAL 2.000000
Frevious Week |

Type

Hours
Hours
Hours
Hours
Hours
Hours
Hours
Hours
Hours
Hours

Hours

MestWeek |

*Date Payahle Status
111252003 MHeeds Approval
111372003 Meeds Approval
111352003 Meeds Approval
111452003 Meeds Approval
11172003 Approved - Goes to Payroll
111772003 Meeds Approval
111712003 Meeds Approval
111852003 Approved - Goes to Payroll
111852003 MNeeds Approval
11182003 Meeds Approval
111852003 Meeds Approval
Time Approval Guide

Click to view prior 7
days or next 7 days
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For Approved time
Click More... to see

who approved the
time and when.

Taskgroup

PESMNOMTASK
PESMNOMTASK
PEMOMTASK
PEMOMNTASK
PESMNOMTASK
PEMNOMTASK
PEMOMTASK
PSMNOMTASK
PESMNOMTASK
PEMNOMTASK
PEMOMNTASK

More...

More...

Mare..

More...

Mare. .

More.

More...
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Time Usage and Accruals Report

Purpose of report

The Time Usage and Accruals Report provides a snapshot of the hours earned and taken
and the total balance for vacation (Annual Leave), Sick and Compensatory time for
employees in a specific payroll run, business unit and department.

When to run report
You can run for your department at the time you manage vacation, sick and comp. time
balances.

Navigate to Time Usage and Accruals Report:
Home > University of Maine System > Time Labor > Reports > Time Usage and
Accruals Report

Parameters
5

{ Time Usage and Accroals \\_

Run Control ID:  1Tv2 Eeport Wanager Process hionitor Run

PayRunID:  [MO0310 A moni1o03103
Department; IS.-'-\SDS Q)

The report runs by payroll run and department.

Output

Fun Date: 02/08,200 University of Muine Sysiem Raport [1: UIMT LXK
Run Time: 14:30:44 Tirme Usape and Acauals Bzport Prige Mo |

Pay Bun [T BCKR 10

Diepl: BASDS - Admin Systems Dev & Support Anirnl Leve Hors Sick Hours Conpensitory Hours
Ernplid MName Hire Dile Union Full Part Eammal  Tiken Bahines Eamed  Taken Babince Eaned  Takm Balaxe
i GHme owg o e S ATy b 0w o

3 . 1] -FER- (990 [{08] 3 k . L . .1

w1507 Last. First. Ml UL [05] i K1 ] S1200 il [ RN T 00

w50 20y ik Fl 1131 31980 0.00 0o 144000 oo 0.00
s Testd, T esbid 2300085 T Fl 16,060 130,10 13.33 0 G2E 1] oo 0.00
W1ET 1S Testd, Tesid 21201 T3 ooz Fl 1131 T19% 13.33 0 THOE oo 0.00
e Testd, T esd 2M 05K 00T 1973 ik Fl 16,060 4ER00 0.00 0o 144000 oo 0.00
m7sT Testd, T s 2124554 - APR- 1978 T Fl 16,060 3.0 0.00 0o 144000 oo 0.00
0] ELET Testd, Tesd 301441117 ooz Fl 1131 20657 13.33 0 18457 oo

E2E] Testd, T st AU ETRE] 1 T Fl 1131 15143 13.33 oo 10243 oo

T 140 Testd, Tesd 21 TTATE ooz Fl 1131 26 13.33 [ETEVIN Wi 2 oo

mz)EE Testd, Tesb 2 B4R 2 ik Fl 16,060 7600 0.00 0o 144000 oo

WZIME Testd, Tesid 3191573 WA T Fl 1131 168,60 13.33 0 A2 oo

w2 Testd, T e 23500070 MR- 1990 ooz Fl 1131 42524 13.33 OO0 10082 oo 0.00
[Lrry DL Testd, Tesd 32502879 LY. 957 ooz Fl 16,060 076 0.00 OO0 1A . oo 0.00
7T Testd, T e 20506245 1015 EP. 200 ooz Fl 1131 .58 13.33 0 11558 0.00 oo 0.00
[ Rt Testd, TesH 32521157 O-¥IA Y- 2003 R Fl 1131 0.00 TR 13.33 0 THOE 0.00 oo 0.00

The Time Usage and Accruals report provides the hours earned and taken and the total

balance for vacation (Annual Leave), Sick and Compensatory time. It also provides the
employee ID, name, hire date, Union affiliation (if any) and full or part-time status for

each employee listed.
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Time Report Exceptions Report

Purpose of report
The Time Reporter Exception Report lists any exceptions that have been generated for a
time reporter during a specified time period. The report is run for a dynamic group.

When to run report

If you are a time administrator responsible for managing and resolving exceptions, you
can run the report for your dynamic group daily to identify an exceptions generated
during the nightly time administration process. Time approvers could also run this report
if they are expecting to see reported time for a time reporter, but it does not appear on the
approval screen.

Navigate to Time Reporter Exceptions report:
Home > University of Maine System > Time Labor > Reports > Time Reporter

Exceptions

Parameters

f Time Reparter Exceptions \L

Run Control ID: T2 Report Manager  Process Monitor Run
Enter Dynamic
Group ID and a Pay
. Grou
Group I0: [kPLTT & UMFK Faciliies Management BIK P

Pay Group: |Bhvk

Begin Date:|12IEI1I2EIEIS )
Enter Begin and End Date of
End Date:|12I1DI2EIEI3 @\ fter Begin and =nc Jate o %

the period you want to review

Output
Date Bun: Q2022004 University of Maine Sysiem Repan [D: LT LO00G
Time Run: 12:36:59 Time & Labor Exception - Time Beponer Exceplions Page Ko 1
Business Unit: WSO Umiversity of Maine Fort Kent
Ihmamic Group: KPLTL UMIFE Facilities Manmganen BWE
Far pencd O1-IEC-X0E thru [[ERTIE ST
Name Emplid Bl Faygrp  DepilDd Exceplion Description Stalus Exception Date Severity
Testd Test 44333 78685 WIAZ 0 OBWE  KPLMI Mlre than 24 hanrs peparial T woEcas 0
Last. First. MI

The Time Reporter Exceptions report lists the employee name, EmplID, job record
number, paygroup and Department ID (as selected in parameters), Exception Description,
status of the exception, date the exception occurred and its severity. Our example shows a
high priority exception that is unresolved. The employee will not be paid for this time
reported until the exception is resolved and the time is reported correctly.
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Exception Status Codes
Valid values are:
* Changed — exception has been reviewed and resolved.
* Unresolved — exception remains unresolved and employee will not be paid for
time that generated the exception.

Exception Severity (Priority) Codes
Severities are:

* High
* Medium, and
e Low.

The system does not create payable time for reported time that has an exception Severity
of High or Medium. However, the system does create payable time for reported time
with an exception severity of Low.
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