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1.0 Overview

The Time and Labor guide is for student assistants and positive attendance employees who are paid
hourly. If you have questions or problems, please contact Payroll Services for assistance. The Time and
Labor system has three distinct roles that work together. They are the student who enters time, the
timekeeper/supervisor who audits/adjusts the time and the approver who approves the verified time.

Before learning the Time and Labor system, it is important to understand the whole process and your
part in it. During the pay month, students enter their time and the timekeeper, supervisor and approver
has access to audit and adjust this time. The critical time for the timekeeper role is just before final
attendance is due. You must ensure that all time is correct before your approver approves it. This will
be covered in more detail in a later section.

Work Study Students — as the timekeeper, you are responsible for ensuring the time entered is correct.
When work study attendance is due, you will be submitting the PeopleSoft timecard signed by the
manager and the Student Assistant Attendance Report to Financial Aid. Financial Aid will review the
time and it will be approved by the Financial Aid department.
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2.0 Time and Labor System

To begin, log into the PeopleSoft system, the Home page will display.

GET Home Page

| PeopleSoft.

Home Add to Favorites Sign out

CSULA Baseline
Manager Self Service
Time and Labor

|- My Systemn Profile

There are three sections timekeepers and approvers have access to:

e CSULA Baseline — this section contains the Time & Labor Rpt which shows all punch time by
deptid for a specific time period.

e Manager Self Service — this section contains the student time sheet which allows you to
view and adjust their time, the exception page to view possible irregularities in time entered
and the payable time detail page which shows all payable time for the month along with the
current status.

o Time and Labor — this section allows you to view all students using time and labor within
your department, view all student time exceptions and print student timecards.

Student access is slightly different with a section called Time Reporting. Students have access to the
timesheet, exceptions and payable time detail pages.

The timekeeper and supervisor role has the same access as the students. The approver has the same
access as the timekeeper and supervisor in addition to being able to approver time.
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3.0 Viewing Time - Timesheet

The timesheet page allows you to view the punch time entered by a student for a certain time period.
IMPORTANT: For departments which use different position numbers to charge payroll to various funds
or have students who go between work study and student assistant, before students enter time for a
month, it is your responsibility to make sure the student enters time on the correct record number each
month, only one record number should be used. You may need to consult with your fiscal person to see
where to charge your payroll.

Navigate to: Manager Self Service > Report Time > Timesheet

Timesheet Summary page

Timesheet Summary

GetEmployees
Group ID ’ETSiQ
EmpliD [ T
Empl Red Mbr  la
Business Unit ’7Q
Job Code [ &
Job Description ’7Q
Department ’70\
Supemvisor ID liq
Company ’7Q
Position Number liq
View By: | Week ¥| Date: [09/06/2003 2 Refresh == Previous Week MNext Week ==

Employees For Ida Le, Totals From 09/01/2008 - 09/07/2008

- - Empl

Job Reported Hours to be |Scheduled - Approved/Submitted | Denied Employee
Description |Hours Approved Hours ERcEp i Hours Hours D ﬁ Job Department Workaroup
Student-

Affas Raza NorResident 0.0 0.00 000 0.00 000 219044148 01888 200620 STDNT POS  CSI
Alien Tax

| fhnelicamna ¢ Pl 0.00 0.00 0.00 0.00 0.00 200027843 01870 200132 STUDENTS Sl

Student-

R NonResident 0.00 0.00 000 0.00 0.00 220632514 01868 200620 STONT POS  CSI

Aljdulghani "
Alien Tax

-

tudent

Employee Selection Criteria: enter the appropriate criteria to search. The most common criteria would
be Group ID to find all your students or EmplID to view just one particular student. Approvers will have
access to the Approver Group ID which excludes work student students since their time must be
approved by Financial Aid.

View By: accept default of ‘Week’.

Date: current date will default, accept or enter a date within the pay month you wish to view.

w: after entering your Employee Selection Criteria and date information, click on this button
to search for all applicable employees within the time period indicated. If you searched by Group ID, all
active student job records in your group will be displayed below. Choose the appropriate student and
record number. You can click on any of the column headings to sort by that field.
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Timesheet Page Current Month

) Click for Instructions

View By: {\Week {v] pate: [07/01/2008 i (2 Retresn == Previous Week MNext Week ==
Day == Previous Next Emplovee >=
Reported H ours Scheduled Hours:  0.00 Hours Show all Punch Types

Week

From 07/01/2008 to 07107/2008

In Out Rule Element 3
O Tue 7 Submitted | 8:00:004M [12:00:00PM | 1:00:00PM | 5:00:00PM goojcsu Qs @ 00 am =
(O Wed 712 Submitted €4 | g:00:004M | [ [12:00-00PH 400 |csu a [psT Q| Q 712 =
O Thu T3 New [ | | | |csu < [PsT a QB =
O i 7 New [ [ [ [ |csu a [psT a | Q74 =
¢ sat 75 New [ | | | |csu < [PsT a | Q75 =]
¢ sun 78 New [ [ [ [ [csu Q [psT Q| Q 78 =
O Mon 7T New [ [ [ [ |csu < [PsT a | QT =]
Submit | Clear | Apply Schedule

From 06/01/2008 to 06/30/2008
Timesheet

I|

Day Date Status Exception |in Lunch In Out Punch Total (Taskgroup Time Zone Rule Element3 |Date
o osun BA New csu PST 61
O Mon  6i2 Submitted 8:00:00AM 12:00:00FM  1:00:00PM  5:00:00PN 8.00 C8U PST 612
O Tue B3 Submitted 12:00:00PM 4:00:00PM 4.00 C8U PST OALAL 62
O Wed 6i4 Submitted €} 8:00:00AM 12:00:00FM  2:00:00PM  6:00:00PN 8.00 C8U PST OAL SHL 6l4
) Thu 65 New csu PST 65
O Fi 66 New csu PST 6/6

Depending on the pay month chosen, the page will look different. For the current month, the time
fields are open for update. Timekeepers/supervisors/approvers have access to adjust time for the
current pay month and for the next 3 calendar days of the next month. Students can only enter time for
the current pay month so if they forget to enter time once the pay month is over, you will have to do
this for them. After the 3™ day of the following month, you are unable to adjust any time for the
previous month. Adjustments must be processed through the Payroll department.

View By: click on ‘Time Period’ to view time for the current pay month, refer to the payroll calendar.
IMPORTANT: for those state pay months that are more than 31 days, (ie, August 2008 7/31/09-
8/31/09), when you use the Time Period view, you can only view 31 days. In order to see the last day of
the pay month (ie, August 31°*'), you must change the view to Week or Day.

Date: the date entered on the criteria page will carry to this page. If you change the View By to Time
Period, this date will default to the beginning of the month.

Reported Hours: total hours that have been submitted for the specified time period.

Links: << Previous Week/Time Period takes you to the previous week/month
Next Week/Time Period >> takes you to the next week/month
<< Previous Employee takes you to the previous record or employee
Next Employee >> takes you to the next record or employee
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[ Timesheet T Overmides ]

Punch

Day |Date |Status Exception |In Lunch In Out Total |Taskgroup|Time Zone Rule Element 3 Date

Timesheet Tab:

. comment field to add a note for your student to view, refer to Comments

Day/Date: based on the date entered and view choice; daily, weekly or monthly.

Status: New — no time has been entered for that date
Submitted — time has been entered and submit button clicked

Transmitted-Sent to PIP — time has been approved and process by Payroll

Exception: & indicates there is a problem with the time entered, refer to the Exception section.

In/Lunch/In/Out: time fields for entry. Lunch cannot be used to clock out for the day, Out must
end the day’s time.

Punch Total: total hours for that row.

Rule Element 3: Library and Computer Lab use only.

[=]: used to add or delete rows.
lﬂl: submit time, if time is not submitted, it will not be saved.

Reported Hours Summary — click to view — click on the link to view total hours by the period chosen.

0 Reported Hours Summary - click to hide

Category WEEK 1 (from 06-01 to 06-07) VVEEK 2 (from 06-08 to 06-14) |WEEK 3 (from 06-15 to 06-21) WEEK 4 (from 06-22 to 06-30) |Total

Total Reported Hours 24.00 24.00 24.25 34.16 106.41
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4.0 Entering or Correcting Time

Students should be entering their time on a regular basis. This allows you an opportunity to audit their

time during the month rather than at the end of the pay period. Once time has been submitted or

approved for the current month, you or the student can go back to make corrections during the current

month by either deleting the row or changing the current value. You have until the 3rd of the following

month to make adjustments for the prior month.
Services.

Timesheet Page

For adjustments after this date, contact Payroll

€ Click for Instructions

View By: | Week ~| Date: |06/30/2008 2 Refresh == Previous Week Next Week ==
== Previous E Next Employee >=
Reported Hours: 25.00 Hours Scheduled Hours:  0.00 Hours  Show all Punch Tvpes

Reported time on or before 06/30/2008 is for a prior period.

From 06/30/2008 to 07/06/2008

Timesheet Overrides:
Punch

Day |Date |Status Exception |In Lunch In Out Total |Taskgroup |Time Zone Rule Element 3 Date
(> Mon 6/30 Submitted 8:00:00AM 10:00:00AM  2.00 CSU PST OAL KHL 6/30 [=]
o Submitted 12:00:00PM 6:00:00PM  6.00 GSU PST OAL KHL 630 [=]
(> Tue 7M1 Submitted [ 8:00:00am [12:00:00PM [ 100:00PM | 5:00:00PM 800 [CSCG,  [PST Q[ Q7 [=]
(O wed /2 Submitted ¢33 | g:00:008m | [ [1200:00PM 400 [cSQ  [PST a [ Q 7z [=]
(3 Thu 713 New | s:00am | [ [ 1o0Pu| [csa [peT Q| s} =
COF 74 New [ | [ [ [PsT a [ Q74 [=]
(Jsat 75 New [ | [ [ [PsT Q| Q5 [=]
O sun 76 New [ [ [ [ [PsT a [ Q76 [=]

Submit | Clear Apply Schedule

Enter or override the time as hh:mma or p. The field will automatically update after clicking on the

Submit button. Click on ﬂl Remember, if time is not submitted, you will lose everything

entered.

Timesheet Confirmation Page

[~ Manager Self Service
= Time Management

(- Approve Time and
Exceptions
= Report Time
[> View Time
= Wanager Search Options
[> Time and Labor
> Reporting Tools
- PeopleTools
[~ Change My Password

|~ My System Profile

Timesheet
Submit Confirmation

V The Submit was successful
Reported Time for the Week of 2008-06-30 to 2008-07-06 is submitted

i

Click on OK, you will return to the timesheet page.
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Timesheet Page

From 06/30/2008 to 07/06/2008
2 Mon 630 Submitted 8:00:00AM :00:004 PST OAL KHL 6130 =
o Submitted 12:00:00PM 5 PST OAL KHL 6/30 =
O Tue M Submitied | 2:00:00AM [12:00:00PW | 1:00;0871 | 5:00:00PN 2.00 CsU pPsT Q | a M =
O Wed Ti2 submitted ¢ [ g:00:00Am | [12:00:00PM 400 [csu Q |ps Q Q 72 =]
O Thu T3 Submitted | &:00:00AM | | 1:00:00PM 500 |CsU Q |psT Q. Q 7 [=]
O Fi 74 New [ [ [ [ lesu Q [psT Q| Q 74 =
O sat 75 New [ | [ [ lcsu Q [psT Q[ Q 75 =
> sun 76 New [ [ [ [ lcsu a [psT Q | Q 78 =

Submit | Clear | Apply Schedule

€9 Reported Hours Summary - click to view

€ Balances - click to view
GoTo.  Mananer Self Sen

All time will automatically format correctly, the status will change from ‘New’ to ‘Submitted’ and the
Punch Total field will calculate total hours for that row. Time will also automatically update to the
Reported Hours Summary. NOTE: submitted time still needs to be approved by the approver before it
can be paid. You can view time status on the Payable Time Detail page.

Deleting Time — click on Eto delete the row.

(> Apprave Time and
Exceptions Timesheet
= Report Time

Delete Confirmation

[> View Time
= WManager Search Options 2
[> Time and Labor H
> Reporting Tools

- PeopleTools

[~ Change My Password
|~ My Systemn Profile

Are you sure you want to delete reported time? Row 5

Yes - Delete iNo - Do Not Deleté

Click on Yes — Delete, you will return back to the timesheet page.

IMPORTANT: if you are correcting any time that has already been approved, this time must be approved
again. Once time has been approved on the Final Attendance due date, contact Payroll for any

adjustments after this date.

Reported Hours Summary

0 sun 622 New [ [ [ [ [csu Q. |psT Q| QL 622 =
¢ Mon 623 New | | | | [csu Q, [psT Q| Qe [ [
0 Tue 624 Submitted  [10:30:00AM | 4:00:00PM | 4:30:00PM | 5:30:00PM 6.50 [cSU a, [psT Q [OALKHL O 624 = =+
0 wed 6125 Submitted | 8:00:00aM | [ | 6:00:00PM 10.00 [CSU Q. |PsT QU [OALKHL @ 6I25 =
¢ Thu  6i26 Submitted | 7:40:00AM | [ [12:20:00PM 466 |CSU Q [psT O [oALKHL Q626 =
O Fi BT Submitted | 8:00:00AM | [ | 3:00:00PM 7.00 [CSU Q, psT O [OALKHL O 627 = [+
0 sat 628 New [ [ [ [ [csu Q. |psT Q| L 6i28 =
(2 sun 629 New | | | | [csu Q, [psT Q| Q 6i29 = =
(2 Mon 6030 Submitted | 8:00:00AM | [ [10:00:00aM 2.00 [CSU a, [psT Q [oALKHL @ 6130 = =+
o Submitted  [12:00:00PM | [ | 4:00:00FM 400 [CSU Q. |PsT QL [oALKHL @ 830 =
submit | Clear \ Apply Schedule
GMU Hours Summary - click to hide
|WEEK 1 (from 06-01 to 06-07) WVEEK 3 (from 06-15 to 06-21) WEEK 4 (from 06-22 to 06-30)

Total Reported Hours 24.00 24.00 2425 34.16 106.41

Click on the link to see total hours. Depending on the View By period chosen, the total hours will be
shown by week or day.
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5.0 Additional Shifts

If a student works more than one shift on the same day which requires punching in and out multiple

times, an additional row(s) must be added to record this time.

Timesheet Page

:30:00AM | 4:00:00PM | 4:30:00PM | 5:30:00PM 650 [cSU Q, psT Q. [OALKHL Q624 =
:00:00AM | [ | 6:00:00PM 10.00 [CSU Q [PsT O [oALKHL Q6125 (=]
-40:00AM | [ [12:20:00PM 466 [CSU Q, psT Q [OALKHL Q) 6126 =
:00:00AM | [ | 3:00:00PM 7.00 |CSU Q [PsT O [oALKHL @ 627 (=]

[ [ [ [csu Q [psT Q| Q 6128 =]

[ [ [ lcau Q |psT Q| < 6129 (=]
-00:00AM | [ [10:00:00aM lcsu Q, [psT Q | Q6130 = =

[ [ [ lcau Q |psT Q| < 8130
t | Clear ‘ Apply Schedule

Scroll to the right and click on the button to add a new row for the same date.

Timesheet Page

L7 Sun 629 New I I [ I =] Q@ [PST e
O Mon 630 New | 8:00:00aM | \ [10:00:004M ‘csu Q [PsT Q [
| 12:00pm | \ | 400pm ‘csu Q. PsT Q[

Submit | Clear | Apply Schedule

Enter the time. You can enter multiple rows for the same date.
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6.0 Lab or Department Field — Library and Computer Labs only

Timesheet Page (right side)

01/2008 [3 (2 Refrash | << Previous Week

== Previous Job

heduled Hours: 000 Hours Show all Punch Types

Mext Week ==
Mext Job ==

J0:00AM | [12:00:00PM | 1:00:00PM | 5:00:00PM

&:00am | |

| 12:00pm

Punch Total | Taskgroup

Time Zone Rule Element 3
|csu Q. [PsT G, [OAL AL|
[csu < [psT Q|
|csu C [PsT Q|
[csu < [psT Q|
|csu C [PsT Q|
lcsu < |psT Q|

Q 71
Q

Q 73
Q 714
Q 75
Q 76

[
[#]

0 [0 O [ [
H E BB

Rule/Element 3 — click on the look-up button, choose the location, the field will update. Once you’ve

updated the field, you can copy the location to your other rows.

Timekeeper Guide - Absence Management
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7.0 Student Time Reports

The Time and Labor system only allows you to view one student at a time. In order to view all student’s
time, a Time and Labor report was created to show all punch times during a specific period for a
department id. If you have more than 2-3 student assistants, you will want to run this report
periodically to audit your student’s time. If you have less than 3 student assistants, you may choose to

use the timesheet page to review their time rather than running this report.

Navigate to: CSULA Baseline > CSULA Human Resources > Time and Labor Rpt

CSULA Baseline

CSULA Baseling

CSULA Student Financial CSULA Human Resources
CSULA Student Financial CSULA Human Resources

=] Aging Report
toC

LA Payroll Report
uitme €l

0

martPay Outbound
pdate Prepaid Units

=

Time and Labor Report — Find an Existing Value page

Time Labor Report
Enter any information you have and click Search. Leave fields blank for a list of all values

I Find an Existing Value ! Add a New Value

Search by: |Run Control ID v |begins with|

[ case sensitive

mw

Find an Existing Value | Add a New YValue

Find an Existing Value tab: once you have created a Run Control ID, click on

ﬂl if there is

7

more than one run control, search results will update below. Click on the appropriate run control id, the

Time and Labor Rpt page will display. Continue to the Time and Labor Rpt page.

Time Labor Report search page

Time Labor Report

Find an Existing Value Add 3 New Value

Enter any information you have and click Search. Leave fields blank for a list of all values.

Search by: |RunControlID v begins wnh\

[Icase sensitive

ﬂw

Search Results
View All First [4] 1-20f2 [}] 'ast]

Run Control ID(Department

1 (blank)
Payroll (blank)

Find an Existing Value | Add a New Value

Add a New Value tab: if you have never created a run control before, a run control id must be created

before you can run the report. Click on the Add a New Value tab.
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Time Labor Report — Add a New Value tab

T

Time Labor Report

FEind an Existing Value Add a New Value

I RunConlroIID:‘PunEhiT\meiRm '

Add

Find an Existing Value | Add a New Value

Click on the Add a New Value tab and enter a Run Control ID name such as Punch_Time_Rpt, there can

be no spaces. Click on Add , the Time and Labor Rpt page will display.

Time & Labor Rpt page

Time & Labor Rpt
Run Control ID: punch Beport Manager  Process lgpie Run

Language: Engish v

Renort Reouest Paramater(=)

From Date: |09/01/2008 5
End Date:  [09/30009 [

Groupld [ETS @

B save | Breturn to Searon | 1Erevious in List | $Ehextin List | Elnony | Eraco | Flipostenisplay

From Date: enter first date of the pay period or date range
End Date: enter ending date of the pay period or date range

Group ID: enter groupid

Click on g , the Process Scheduler Request page will display.

Process Scheduler Request page

Process Scheduler Request

User ID: SCORTEZ Run Control  punch
10:

ServarName:l FSNT | ~| Runbate:  [azeiz010 il
Reset to Current Date/Time

Recurrence: ¥| RunTime: [1:55:12P1

Time Zone: Q
Process List
Select | Description Process Name Progess Type *Type *Format |I listribution
Time 4nd Lator Rpt LAHRU2 Crystal W POF v

" poc

PIP Payable Hours Summai LAHRO12B Crystal Web v
o v i i l— J HTW
O PIP Payable Hours Sum LAHRO12C Crystal Web v Ristribution
RPT
oK Cancel
\, J

Server Name: PSNT
Time and Labor Rpt — punch time PIP Payable Hours Summary — payable time

Type: Web
Format: PDF or XLS (excel)

Click on LI, you will return to the Time & Labor Rpt page.
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Time & Labor Rpt page

Time & Labor Rpt
Run Control ID: punch Report Manager l Pmcessl.mnilnr! Run
Language: English b

Report Request Parameter(s)

From Date: |09/01/2008 5]
EndDate:  |09/30/2009 5
Groupld  [ETS | Q

Click on the Process Monitor link.

Process Monitor page

View Process R For
User ID:|SCORTEZ @, Type: [ w|Last: | 10/ [Days w| Refresh ‘
Server: ~| Name: [ Q Instance:| to |
|| ¥ Distribution] = [ save on Refresh
Status: Status

Process List

Crystal LAHRO128

387477 Crystal LAHR012 Details
387193 Application Engine TL_GRP_RFRSH ¥ SCORTEZ 08/24/2010 6:00:00PM PDT Queued NIA Details
386767 Application Engine TL_GRP_RFRSH (¥ SCORTEZ 08/23/2010 6:00:00PM PDT Success Posted Details

Repeatedly click on ﬂlto update the Run Status and Distribution Status fields until it is
‘Success’ and ‘Posted’. Click on the Details link, the Process Details page will display.

Process Detail page

Process Detail
Instance: 205438 Type: Crystal
Name: LAHRO12 Description: Time And Labor Rpt
Run Status:  Success Distribution Status: Posted
Ron _________________________[JupdateProcess
Run Control ID: Punch_Time_Rpt Hold Request
Location: Server Queue Request
Server: PSNT E i
) Delete Request
(e Restart Request
DateiTime
Request Created On: 12/19/2008 2:21:17PM PST Parameters Transfer
Run Anytime After:  12/19/2008 2:20:29PM PST Message Log
Began Process At:  12/19/2008 2:21:37PM PST
Ended Process At: 12/19/2008 2:21:43PM PST

Click on the View/Log Trace link.

View Log/Trace page

View Log/Trace

Report
ReportiD: 157427 Process Instance: 205438 Message Log
Name: LAHRO12 Process Type: Crystal

Run Status: Success

Time And Labor Rpt
Distribution Details

Distribution Node: HLAPRDNT Expiration Date:
File List
Hame File Size (bytes) ted
0 12/19/2008 2:21:43.000000PM PST
LAHR012 205438X18 10,752 12/19/2008 2:21:43.000000PM PST
604 12/19/2008 2:21:43.000000PM PST
Distribute To
Distribution ID Type *Distribution ID
User SCORTEZ
Timekeeper Guide - Absence Management 14
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Click on the PDF or XLS file. You will have the option to open or save the file, choose either.

Do you wan bo epen or save ihs fle7?

=3 Hame: LAMR012 305430,
| Ty Micronsf Office Exeel 973000 Werkehmet, 10 55
From:  csreports. calstatels edy

1] Mmys e bl opmring i e of lie

Fammnt
e haem your earmputer. 1 yous 3 el Bl the scurcs, da ol oo of
save this fho. Yhat s the ngkc?

Time and Labor Report

REPORTED TIME RunDate:  8/24/2010
Name Rec# EmplID Punch In Punch Out Hrs  Location DeptiD  UnitJobcode  Pos #
0 3 08/04/10 08:00 AM 08/04/10 1200PM 4.0 500205 978 1870 00005008
0 ) 08/04/10 12:30 PM 08/04/10 0400PM  3.50 500205 978 1870 00005008
0 3 08/05/10 08:00 AM 08/05/10 1200PM 4.0 500205 978 1870 00005008
0 CIN 2 080510 12:30 PM 08/05/10 03:00PM  2.50 500205 978 1870 00005008
0 3 08/11/10 08:00 AM 08/11/10 1200PM  4.00 500205 978 1870 00005008
Student 0 3 08/11/10 12:30 PM 08/11/10 03:00PM 250 500205 978 1870 00005008
0 3 08/12/10 08:00 AM 08/12110 1200PM  4.00 500205 978 1870 00005008
0 ) 08/12/10 12:30 PM 08/12/10 03:00PM 250 500205 978 1870 00005008
Name I
27.00
Grand Total:
EE— 27.00

All students punch time and totals. You can use this report to audit their time. You can either have the
student make corrections on their timesheet or you can do it yourself. This report only shows punch
time, depending on when the time was keyed and when the time admin process was run, it may not
match the Payable Time Detail and Approval page.

PIP Payable Hours Summary Report

PAYABLE SUMMARY Run Date: 8/24/2010
Name Rec# EmplID DeptID Unit JobCode FPos# Payable Date HRS PIPHRS Status TRC EstGross
0 500205 978 1870 00005008  08/04/2010 7.50 7.50 NA REG 63.79
0 500205 978 1870 00005008  08/05/2010 6.50 6.50 NA REG 55.25
0 CIN 500205 978 1870 00005008  08/11/2010 6.50 650 NA REG 55.25
Student 0 500205 978 1870 00005008  08/12/2010 6.50 6.590 NA REG 99.25
Total per Record _27.00 = 27.00 _$229.50
Name Total per Employee 27.00 27.00 $ 229.50
Grand Total 27.00 _ 27.00 _

All students payable time totals along with an estimated gross.
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8.0 Payable Time Detail

This page allows you to view time for a specific student and the status of that time. Students should be
reviewing this page to make sure all their time entered on their timesheet has updated this page. The
time on this page is the same time that will show on the Approval page. Navigate to: Manager Self
Service > View Time > Payable Time Detail

Payable Time Detail Select Employee page

Payable Time Detail
Select Employee

GetEmplojees
[oescripion ~~~~ Jvawe |
Group 1D ’7Q
EmplID [2204022717
Empl Red Nbr [ Tl
Business Unit ,7(1
Job Code [ Tl
Job Description lio\
Department ,7(1
Supenisor D lio\
Company ’7Q
Position Number ,7(1

Employees For Ida Le

ﬁ]m loyee Empl Red Nbr [ Job Code  |Job Description Department ID (Business Unit Department Description |Location Workgroup

Student Test 220402271 01870 StudentAssistant 200132 CSULA Educational Technology 0043
Student Test 220402271 11870 Student Assistant 200620 CSULA gﬁ:zﬁ‘:’”aw“n"u'“y 200620

Enter the Group ID or EmplID. Click on _GetEmpiovees | Choose the appropriate employee and record
number.

IMPORTANT: this page is updated every four hours when the Time Administration process runs
beginning at 9:45am. This process takes all time entered on the time sheet and updates this page. If
this page is does not match the timesheet, it may because the process has not run yet.

Payable Time Detail page

Payable Time Detail
Student, Test EmpliD 220402271
Job Title:  Student Assistant Empl Red Mbr: - 1

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

Start Date [06/01/2008 [=1) End Date |06/20/2008 [ Get Rows

Payable Time
Overview Time Reporting Elements | Task Reporting Elements ChartFields

Time

Date Status  |Reporting Type  |Quantity UserID Taskaroup
Code

Approved

06/02/2008 -Goesto REG  Hours 9.000000 SCORTEZ csu
Payroll
Approved

06/03/2008 -Goesto REG  Hours 4.000000 SCORTEZ csu
Payroll

0642008 1NE89S geg Hours 10.000000 csu
Approval

060712008 1N889S eg Haurs 4000000 csu
Approval

o6or00g NNeEIS peg Hours 8.000000 csu
Approval
e
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Start Date: automatically updates to the current date, enter begin date

End Date: automatically updates for one week, enter end date. Maximum number of days is 31.

wlz click on the button, all available rows will update below
Overview Tab:

Status: Needs Approval —time entered and is pending manager approval
Approved — Goes to Payroll — time has been approved for Payroll
Transmitted — Sent to PIP — time submitted to the State Controllers Office

Quantity: Total hours for the date

UserlID: Name of approver
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9.0 Exceptions

When there is a problem with the time entered, the system will notify the student that there is an
exception on timesheet page. Exceptions must be reviewed before time is approved by the manager for
the month. You should review the exceptions page before the end of the month to check for any
exceptions for your students.

Timesheet Page — Student View

(> wed 6M8  Submitted [ o:30:00aM | \ [12:00:00PM 250lcsu Q [psT
2 Thu 619 Submited G | 8:00:00AM [12:00:00PM | 1:00:00PM | 5:00:00FM soolcsu Q@ fpsT
O Fi 620 New | | \ | csu a [psT
00 sat 621 New | | \ | = Q, [psT
O sun 622 New | | \ | csu Q [psT
07 Mon 623 New | | \ | csu Q [psT
(> Tue 624  Submitted [10:30:00aM | 4:00:00PM | 4:30:00PM | 5:30:00PM 650/csu @ psT
(> Wed 625  Submitted | g:00:00am | \ | &:00:00PM wo0lcsu  Q [psT
(> Thu 6/26  Submitted € [ 7:40:00am | \ [12:20:00PM 486lcsu Q [psT
2 Fri 627 submited & | 8:00:00aM | \ | 2:00:00PM 7o0lcsu QG psT

Once an exception occurs, students will be able to immediately see there is a problem. For those rows

in the Exception column with a & symbol, this indicates an exception. If you are on the timesheet, you
can click on the symbol to go to the exception page.

Exception Page

Exceptions
Test Student EmpliD: 290402271
Job Title:  Student Assistant Empl Rcd Nbr: 1

Payable time will be created for time with Low or Medium severity exceptions. Time that has an
exception with a High severity level will not create payable time.

} Filter Options
First II' 1-6 of B El Last

Exceptions Find

Overview

Excep ID Description Date Severil

TLX80002 Student hour exceed 20 06/04/2008 Medium
TLX90002 Student hour exceed 20 06/07/2008 Medium
TLX90002 Student hour exceed 20 061212008 Medium
TLX80002 Student hour exceed 20 06/19/2008 Medium
TLX0002 Student hour exceed 20 06/26/2008 Medium
TLXO0002 Student hour exceed 20 06/27/2008 Medium

All exceptions are listed along with the reason.
Students: there are two exception types:
1. Student Weekly Hours Exceed 20 - total hours for the week (Sunday — Saturday) exceeds 20

hours.
2. Daily Hours Exceed 16 - total hours for a day exceeds 16 hours.
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Positive Attendance: there are three exception types:

1. Exception Over 40 Hours —time reported exceeds 40 hours for the week.
2. Daily Hours Exceed 16 - total hours for a day exceeds 16 hours.
3. Monthly Hours Exceed 176 — hours reported for the month exceeds 176 hours.

Review the exception by going back to the time sheet and correct if necessary or have the student
correct by adjusting punch times. The exception for exceeding 16 hours in a day must be corrected as
students are not allowed to work longer than 8 hours in a day. NOTE: if the student is exceeding 20
hours for the week and you are unable to verify on the timesheet, check to see if the student entered
additional time on another record number. The system adds all time entered on all record numbers and
if the time exceeds 20 hours for the week, the exception will appear on the lowest record number.

You can also navigate to the exception page to view exceptions for all your students, there are two ways
to navigate:

Manager Self Service > Approve Time and Exceptions > Exceptions

b Manager Self Service
Navigate to self service information and activities for people reporting to you.

Approve Time and Exceptions Report Time View Time

Approve reported or payable time, overtime and absence Report time or request absences. View calendars, balances, forecasted and payable time,
requests, and manage exceptions. = Timeshest accumulators and more.

f=T Heporied ime) =l Monthiy Time Calendar

F=] Exceptions =] Weekly Time Calendar

=] Daily Time Calendar
=] Payable Time Detail

= Manager Search Options
1= Access manager search options.

Time and Labor > View Exceptions and Attendance > Exceptions

o very> .|
% Time and Labor

Report, manage and approve time, create and review schedules, and produce payable time for payroll and financial systems.

View Time View Exceptions and Attendance Reporis

Review comp time balances, group membership, reported time - mg= and attendance for time reporters. Create reports for payable status, scheduled hours, and
audit, and time reporter status u summary of time and exceptions,

= Time Reporters in Groups [ TimeCard

Manage Exceptions page

Manage Exceptions

~ Employee Selection Criteria et Employeest

Group ID ,ETSiO\
EmpliD [ e
Empl Red Nbr [ &
Business Unit ,70\
Job Code [ T L
Job Description ,70\
Department ’70\
Supenisor ID ,70\
Company ,70\
Position Number ’70\

Allowing an exception will enable the time to be processed and create payable time without having to resolve the exception. Once an exception has been
allowed, it will no longer appear on this page. Time that has an exception with a Low or Medium severity level will still create payable time. Exceptions with a
source of Time Administration can enly be resolved by running the Time Administration process. Time that has an exception with a High severity level will not
create payable time.

* Filter Options

First (1] 142 0142 M Last

More than 24 hours

] L0000 reported

04/26/2007  Chavira,Sonia A Student Assistant High
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Enter your Group ID or EmplID. All exceptions in the system that have not been corrected or approved

will show, even prior months. In order to review the punch times for the exception, you will need to go

to the student’s timesheet.

Manage Exceptions page

[l TLX90002 Student hour exceed 20
O TLX90002 Student hour exceed 20
TLX90002 Student hour exceed 20
TLX90002 Student hour exceed 20
TLX90002 Student hour exceed 20
O TLX90002 Student hour exceed 20
O TLX20002 Student hour exceed 20
[l TLX90002 Student hour exceed 20
O TLX90002 Student hour exceed 20

110212007

06/26/2008

06/07/2008

06/04/2008

06/18/2008

07/02/2008

06/27/2008

061212008

07/04/2008

Hong,Ronghui
Student Test
Student Test
Student Test
Student Test
Student Test
Student, Test
Student Test

RIEL Christine KRN

Student Assistant

Student Assistant

Student Assistant

Student Assistant

Student Assistant

Student Assistant

Student Assistant

Student Assistant

Student Assistant

source of Time Validation-Elapsed or Punch

Click this button to resolve non-setup related exceptions once reported time has been
corrected using the Timesheet page. This button wil only resolve exceptions with a

Clean Up Exceptions

Allow All
Save

Medium

Medium

Medium

Medium

Medium

Medium

Medium

Medium

Medium

Once you have reviewed the exception and it is a valid exception, you must allow the exception to go

through. Low and Medium exceptions will still process without allowing them but any exception with

High Severity must be fixed before it will process. Click on the checkbox and click on &l button.

Once the exception is allowed, it will no longer appear on this page.

IMPORTANT: Even though you may allow the exception for exceeding 20 hours in a week, this only

takes the exception and removes it from this page. Excess hours must still go through the current paper

approval process through the Career Center.
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10.0 Time Card

The timecard feature allows you to print a form similar to a timesheet and must be kept by your
department after time has been approved for audit purposes. This form can only be printed by the
timekeeper, supervisor or approver and should run once all time has been audited. The timecard can
also be used by the Approver to compare total hours on the approval page. Navigate to: Time and
Labor > Reports > TimeCard

Time Card Find an Existing Value page

New Window | Help | B

=

TimeCard
Enter any information you have and click Search. Leave fields blank for 3 list of all values

Find an Existing Value Add a New Value
Run Control ID:  begins with |||

O case sensitive

Search Clear | Basic Search Save Search Criteria

Find an Existing Value \ Add a New Yalue

If you have established a Run Control ID, click on the search button, continue to the Time Card Search
Results screen shot. If you need to create a Run Control ID, continue to the next screen shot on creating
one.

Time Card Add a New Value page

Home Add 10 FaVOrtes

New Wi
TimeCard

Eind an Existing Value Add a New Value

Run Control ID: |T\mE,Card

Add

Find an Existing Value \ Add a New Value

Click on the Add a New Value tab. Enter a Run Control name, no spaces.

Time Card Search Results page

New Window | Help | /B

niEr

TimeCard
Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value Add a New Value
Run Control I:| begins with |

[ case sensitive

Search Clear | Basic Search Save Search Criteria

Search Results
View Al »

Enaglish

Time Card English

Find an Existing Value \ Add a New Value

If you have more than one Run Control set-up, click on the appropriate on.
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Time Card Criteria page — print by group

TimeCard

Run Control ID:  Time_Card Report Manager  Process Monitor Run
Language: English b

Run Control Parameters

06/01/2008 ] EndDate:  |06/30/2008 &

Employees To Process Find | View All| ] First & 10f1 o} Last
Empl Red Nbr | Group ID “Include/Exclude Indicator
o 0 et =
B save | Elnotify [Evadd | FUpdateiDisplay

Time Card Criteria page — print by EmplID

TimeCard

Run Control ID:  Time_Card ReportManager  Process Monitor _ Run |

Language: English v

Run Control Parameters

06/071/2008 5 End Date: 08/30/2008 [3

Employees To Process Find | View All| First K] 10of1 ¥ Last
Empl Red Nbr “Include/Exclude Indicator

FavmzQ e 5

Esave | [Elnotity [Evadd | AupdateDisplay

Start Date/End Date: enter pay period dates from the Payroll calendar.

Group ID: if you want to print time cards for all the students in your group.

OR

EmplID: enter the EmplID to print for certain employees only

Empl Rcd Nbr: enter the appropriate record number (if you enter the wrong record number, you will

not pull any time).

Ez if you want to print for multiple students, click on to add a new row. Enter the Emplid and

record number.

Run_ |: click on the button, the Process Scheduler Request page will display
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Process Scheduler Request page

Mew Window [ Help | Customize Page h‘Elm

Process Scheduler Request

User ID: INLE Run Control ID: Time_Card

Server Name: PSUNX ~| RunDate: 07/16/2008 il
Recurrence: Run Time: 7:29:28AM Reset to Current Date/Time
Time Zone: Q

Process List

Select |Description Process Name Process Type *Format Distribution
AE forthe Time Card Report TL_TMCRD_RPT  Application Engine Distribution

OK Cancel

Server Name: PSUNX

Type: Web Format: PDF

9| dlick on button. You will return to the Time Card page.

Time Card Criteria page

TimeCard

Run Control ID:  Time_Card Report Manager | Process Monitor Run
Language: English ~ Bio aslanced 13497

06/01/2008 El End Date: 06/30/2008 [

Employees To Process Find | First 141 1 of 1 L¥] Last
Empl Red Hbr Zinclude/Exclude Indicator
220402271 @ 1@, =]

BEsave | Elnotify [Eradd | Aupdate/Display

Click on the Process Monitor link.

Process Monitor page

Mew Window | Help | Customize Page |h%n_

Process List Server List

View Process Request For

User ID: [NLE QU Type: “|tast | 1 [Days | Refresh
Server: | Name: [ @, Instance: | 1ol

Run | ~ | Distribution | ~| Save On Refresh
Status: Status

Process List Customize | Find | View First U 4-2 of 2 LX) Last

Select |Instance | Seq. |Process Type Process Name |User |Run DatelTime ’;1.“3("! 2'(::::"“““ Details

143408 SQR Report TLOO2 INLE gg;ﬁmna 7:30:03AM

ed MIA Details

143497 Application Engine  TL_TMCRD_RPT INLE  J7'10/2008 T:29:29A1

Success MIA Details

Go backto TimeCard

Esave | Elnotify

Process List | Server List

Click on Refresh frequently until the Run Status updates to ‘Success’ and Distribution Status is ‘Posted’.
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Process Monitor page

Process List Server List
View Process Request For

User ID: [INLE Q Type: vlast | 1 Refresh
Server: ~| Name: [ @ Instance: | to |

Run | ~ | Distribution | v [%] save On Refresh
Status: Status

Custo i First

Select |Instance | Seq. | Process Type Process Name  |User Run Date/Time
I

1-20f2

143493

SOR Report TLO02 INLE  PTG/2008 73003 | success  Fosted  Detals

143497 Application Engine

TL_THCRD_RPT L D716/2008 728204

Success Posted Details

Go back to TimeCard

Esave | [Elnotify

Process List| Server List

Once the status updates to Success/Posted, click on the Details link.

Process Detail page

Process Detail

Instance: 143498 Type: SQR Report

Name: TLOOZ Description: TimeCard Report

Run Status:  Success Distribution Status: Posted

Run Control ID: Time_Card Hold Request
Location: Server Queue Request
Server: PSNT o Z’::::::;t
Recurrence: Restart Request
Request Created On: 07/16/2008 7:30:04AM PDT Parameters Transfer
Run Anytime After:  07/16/2008 7:30:03AM PDT Message Log
Began Process At 07/16/2008 7:30:21AM PDT

Ended Process At 07/16/2008 7:30:31AM PDT View Log/Trace

OK Cancel

New Window | Help | Customize Page |

=]

Click on the View Log Trace link.
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View Log Trace page

View Log/Trace
ReportiD: 112347 Process Instance: 143498 Message Log
Name: TLOOZ Process Type: 20R Report

Run Status: Success

TimeCard Report
Distribution Details

Distribution Node: HLATSTNT Expiration Date: 071182008

File List

Name File Size (bytes) me Created

1414 07/16/2008 7:30:31.0000004M PDT
4901 07/16/2008 7:20:21.000000AM PDT
Trace File 0 07/16/2008 7:20:21.000000AM PDT

Distribute To

Distribution ID Type
User INLE

*Distribution ID

Return I

Mew Window | Help | Customize Page |

=

Click on the PDF file and print your forms.

Time Card page (top)

Report ID: TLOO2

For the period 06/01/2008 through 05/30/2008

Employee ID: 220402271

Name : Student, Test

Job Title: 1870 Student Assistant

Department : 200620 Educational Technology Support

REPORTED PUNCH TIME DETAIL

Date/Time Day Type Time Zone
06/02/2008 08:00 Monday N BST
06/02/2008 12:00 Monday MEAL PET
06/02/2008 01:00 Monday IN PST
06/02/2008 05:00 Monday ouT BST
06/03/2008 12:00 Tuesday IN PST
06/03/2008 04:00 Tuesday ouT BST
06/04/2008 08:00 Wednesday IN PET
06/04/2008 12:00 Wednesday MEAL PST
06/04/2008 02:00 Wednesday N BST
06/04/2008 06:00 Wednesday ouT BST
06/07/2008 12:00 Saturday IN PST
06/07/2008 04:00 Saturday ouT PET
0£/09/2008 10:00 Monday IN PST
06/09/2008 06:00 Monday ouT BST
06/10/2008 08:00 Tuesday N BST
06/10/2008 01:00 Tuesday ouT PST
06/11/2008 09:00 Wednesday IN BET
06/11/2008 03:00 Wednesday ouT BST
06/12/2008 10:00 Thursday N BST
06/12/2008 03:00 Thursday ouT BST
06/16/2008 09:00 Monday IN PST
06/16/2008 01:05 Monday MEAL BET
06/16/2008 02:05 Monday N BST

PeopleSoft
TimeCard Report

Page No. 1
Run Date 07/16/2008
Run Time 07:30:21
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Time Card page (bottom)

Total for Amounts:
Total for Units:
Total for Hours:

OUTSTANDING EXCEPTIONS

Date Exception

06/04/2008 Student hour excesd 20
06/07/2008 Student hour exceed 20
06/12/2008 Student hour excesd 20
0&/18/2008 gtudent hour excesd 20
06/26/2008 Student hour excesd 20 |

06/27/2008 Student hour exceed 20

é) Time Reporter Signature:

?g Approval Signature: Approver's Name:
{please print) v

o T I

The timecard breaks down the student’s time in sections. There are sections for the punch time,
payable time, exceptions and total hours. When attendance is due, if the timecard is run just before
time is due, the total on this page can be used to match the total hours on the approval page so the
approver will know that all the time is correct.

Work study students: After time has been verified for the month, the timecard report should be run
and all work study students forms must be signed by the approver. These timecards are then submitted
to Financial Aid along with the Student Assistant Attendance Report sheet by the financial aid
attendance due date which may be different than the final attendance due date.
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11.0 Final Attendance Due Date

Before the final attendance due date, refer to the Payroll calendar, the timekeeper and supervisor
should review all student time before it is approved and run the time card or student time report for all
students so that the total hours for the month is verified and correct.

IMPORTANT: the time admin process picks up all punch time and updates the Approver and Payable
Time Detail pages. This process runs once a day. Any time added or adjusted after this time will not be
picked up until the next run. In order to approve this time, contact Payroll Services to request the Time
Admin process be run manually so that the time will update on the approval page.

With all the student assistant time cards, student time report or verification from the timekeepers on
total hours, the Approver will navigate to the Approve Payable Time page. The following screens are
only accessed by the approver.

Navigate to: Time and Labor > Approve Time > Payable Time

_

% Time and Labor

Report, manage and approve time, create and review schedules, and produge.oa

agyroll and financial systems.

View Time " Approve Time
Review comp time balances, group membership, reported time ‘ Boous Daable

audit, and time reporter status. approval process.
= Time Reporters in Groups =] Pavable Time
= Reported Time Audit

Reports
Create reports for payable status, scheduled hours, and

summary of time and exceptions.
=l TimeCard

View Exceptions and Attendance
ime by time reporter or group, o request batch Manage exceptions and attendance for time reporters.
=l Exceptions

Click on Payable Time link.

Approve Payable Time Search page

Approve Payable Time
Approve Time for Time Reporters

GetEmployees
[pescription ~~—— Jvawe |
Group ID ,ETSio\
EmpliD [220402271]
Empl Red Nor [ e
Business Unit ’70\
Job Code [ &
Job Description ’70\
Department ,70\
Supenvisor ID ,70\
Company ,70\
Paosition Number ,70\

Start Date (070108 & EndDate 07/30/2008

Mo employees were returned for the time period specified

Group ID: enter the approver Group ID (this id will end with an ‘A’, this group excludes work study
students 1871, 1872, and 1151)

EmplID: enter to view for only one student

Start Date/End Date: enter the current pay period. IMPORTANT: enter the correct dates from the
payroll calendar. Incorrect dates will affect the correct student hours.
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Click on WL the students will update below

Approve Payable Time page

Department ‘ Q
Supenvisor ID ’70\
Company ’70\
Position Number ’70\

Start Date 05/01/2008 [ End Date |05/30/2008 [

Select an 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 andior 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 Salvador Membreno

Empl Total
IEIT"'M Red  |Job  |JobDescription |Payable
L br Hours

selectAl [0 Clearal

Approve

[0  StudentTest 220402271 q1a70  peent 100.916670 200620 CSULA 200620

Department Workaroup Taskaroup %

1. The approver will compare the students total hours worked (the example above only shows one
student but if you enter your group id, you will view all your students) to the total hours on the time
card, time report or other verification. If the approver needs to verify the time in detail for a
student, they can click on the name to go to their timesheet. If there is a discrepancy, the

timekeeper needs to be notified to research the problem.

2. Once all the total time is verified, it can be approved. The Approver can approve for a few students
at a time or for all your students. There are two options, click the ‘Select’ button next to each
student or the ‘Select All’ button can be checked to select all students in your group.

3. The approver will click on the ___#®re | putton.
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