Process Document
View Payable Time Detail

Date Modified 4/17/2008

Last Changed by ASDS

View Payable Time Detail

Navigation

‘A MaineStrees
Add to Favorites
Menu a2
Search:
®)

[- My Favorites

[ Self Service

- Manager Self Service

[ University of Maine System
[- Warkforce Administration
[- Bengfits

[ Time and Labor

[ Payroll for North America
- Workforce Development

[> Organizational Development
[ Workforce Monitoring

[> Set Up HRMS

[> Set Up SACR

I Enterprise Components

[+ QuickAddress Pro Web Int.
> Reperting Tools

> PeopleTools

— Return to Portal

— My Personalizations

— My Dictionary

" PeopleSoft

(3 €D Irternet F 100% v

Step | Action

1. From the HRMS menu, click thd anager Self Servicelink.

[- Manager Self Senice]

Click theTime Management link.

Click theView Time link.

Click thePayable Time Detail link.
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Process Document
View Payable Time Detail

Procedure

New Window | Customize Page | J&,

Payable Time Detail
Select Employee

~ Employee Selection Criteria Get Employees
Description Value

MNorth American Paygroup Q

Employees For Robin Sherman

IEI;“‘ =3 Job Code |Job Description Department ID |Business Unit |Department Description Location Workgroup Taskagroup

Admin Systems Dev & 500700

Ernplayee One 0039830 7908 HumanResources  SASDS UMS08 e PT SALARY PSNONTASH
ERECERERE Doggeas 7901 Information Technology SASDS UNS08 ’;‘L";"K‘;:YE‘E’”S RS 500700 FT SALARY PSNONTASH
GoTo: Manager Self Service
Time Management
< " >
[ € mternet F 00w~

Step | Action

5. Click on an employee's name to select it.
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Process Document

View Payable Time Detail

# MaineStreet

Payable Time Detail

Employee Two EmplID: 0099999

Juob Title: Infarmation Technology EmplRcdNbr: - 0

Payable Time Detail displayed for up to thirty-one days. There is no payable time for the date selected

Start Date 03/022008 [ EndDate |04/02:2008 [ GetRows

Payable Time
Overview Time Reporting Elements | Task Reporting Elements

Date Status |Reporting (Type  |Quantity
Code

G

Time
User ID Taskgroup

Mext Employee

0To:  Manager Self Senice
Time Management
Return to Select Employee

Add to Favorites

New Window | Customize Page | &

Dione

L@ Tnkarnet 00 v
)

Step

Action

Click theGet Rows button when ready.

On thePayable Time Detail page, you must first enter tiStart Date andEnd Date.
Be aware that only 31 days can be viewed at one. tim
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View Payable Time Detail

MaineStreet

‘# MaineStreet
ome Add to Favorites

New Window | Customize Page | &

Payable Time Detail
Employee Two EmplID. 0094998949
Job Title:  Information Technology EmplRedNbr: - 0

Payable Time Detail displayed for up to thirty-one days.

Start Date |12102/2007 [ EndDate |01/02/2008 [ Get Rows

Payable Time
Overview Time Reporting Elements | Task Reporting Elements

Time
Date Status |Reporting |Type  |Quantity User ID Taskaroup
Code
12/04/2007 Closed AMLY Hours 4.000000 0015111 PSNONTASK
12/24/2007 Closed ANLY Hours 8.000000 0023901 PSNONTASK
12/26/2007 Closed AMLY Hours 8.000000 0023901 PSNONTASK
12/27i2007 Closed ANLY Hours 8.000000 0023901 PSNONTASK
12/28/2007 Closed ANLV Hours 8.000000 0023901 PSNONTASK
12/31/2007 Closed ANLY Hours 8.000000 0023901 PSNONTASK
MNext Employee
GoTo: Manager Self Serice
Time Managerment
Return to Select Emplovee
Done [§ € Internat E 0% v

Step

Action

TheOverview tab in thePayable Time section of the page shows an employee's
payable time for any 31 days based onStaet Date selected. The following
information is provided:

- Date lists the dates which time has been reportechimemployee

- Status lists the status of the time reported. There aldfBrent statues; Needs
Approved, Approved, Gone to Payroll, Closed, anfge&ed by Payroll.

- Time Reporting Code lists the time reporting codes used for the reggbtime.

- Type is the unit of measure of the Quantity. Thge will always be “hours.”

- Quantity lists the number of hours reported.

- User ID is the MaineStreet ID of the user that approvedréported time.

Click theTime Reporting Elements tab.
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Employee Twao

Start Date |12/02/2007 [

12/04/2007 Closed ANLY

Payable Time Detail

Job Title:  Information Technology

Hours

EmpliD:

Empl Red Nbr:

Payable Time Detail displayed for up to thirty-one days.

End Date 01/02/2008 |

0nggagg
0

Get Rows

New Window | Customize Page | &

Payable Time

4.000000 PSNONTASK USD

12/24/2007 Closed ANLY Hours 8.000000 PSNONTASK USD
12/26/2007 Closed ANLV Hours '8.000000 PSNONTASK USD
12/27i2007 Closed ANLV Hours 8.000000 PSNONTASK USD
12/28/2007 Closed ANLY Hours 8.000000 PSNONTASK USD
12/31/2007 Closed ANLY Hours 8.000000 PSNONTASK USD

Add to Favorites

Sign out

GoTo: Manager Self Senice

Next Employee

Time Management
Return to Select Employee

Dione

00 v

[§ € Internat

Step

Action

On theTime Reporting Elements tab you can find th€urrency Code, Country,
State, Locality, Rate Code andOverride Rate.

Click theTask Reporting Elements tab.
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# MaineStreet
ome Add to Favorites

New Window | Customize Page | &

Payable Time Detail
Employee Twva EmplID: 0083933

Job Title:  Information Technology EmplRed Nbr: - 0

Payable Time Detail displayed for up to thirty-one days.

Start Date |12102/2007 [ EndDate |01/02/2008 [ Get Rows

Payable Time

Overview | Time Reporting Elements | Task Reporting Elements

Diluted | abor
Publish Switch Publish Date Distribution

12/04/2007 Closed ANLY  Hours 4000000 12A1200T 011011900 67673240 67673240  67.673240

122412007 Closed ANLV  Hours g 0oooo 12282000 -y 01/01M900 135346480 135348430 135 346480

12/26/2007 Closed ANLY  Hours aoooono 2282007 - 011011900 135346480 135346480 135346480
1272612007

12/27/2007 Closed ANLV  Hours 8000000 12292000 -y 011011900 135345430 135346480 135346480

12/28/2007 Closed ANLY  Hours aoooono 2282007 - 011011900 135346480 135346480 135346480
1272612007

12/31/2007 Closed ANLV  Hours 8000000 12292000 -y 011011900 135345430 135346480 135346480

Next Employee

GoTo: Manager Self Service
Time Management
Return to Select Employee

Done [® € Internat E 0% v

Step Action

9. On theTask Reporting Elements tab you can find th€ombo Code, Approval
Process Datetime, Publish Switch, Publish Date, Estimated Gross, Labor
Distribution Amount, andDiluted Labor Distribution Amount.

The Approval Process Datetime field lists the date and time that the reportetketivas
approved.

10. | End of Procedure.
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